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Super NYLEX 


typewriter ribbon with BAN-LON* 


...to create lasting wmpressions 
for any office 
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A totally new typewriter ribbon, with patented H 
“crimped weave” construction, creates thousands 

of “metered flow” ink reservoirs within the ribbon, : DIVISION OF SPERRY RAND CORPORATION 
permitting only a controlled amount of ink to be ; 

released with every strike of the type bar. The : 
result: clean, sharp type impressions, a fashion- 
able dark write and up to 40% longer ribbon life. 
Only Super NYLEX with Ban-Lon can make this 
possible. For further information fill in the coupon. 
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*BAN-LON is a registered trademark of Jos. Bancroft & Sons 





IT’S NEW! 


The Verifax 


Bantam 
Copier... 


ONLY $QQ 50 / 










A LIGHT, CAPABLE “ANY JOB” COPIER AT THE LOWEST PRICE OF ALL! 


N UNHEARD OF low price for an 
A office copier! About half the 
price of other “low-cost” copiers! 
Yet the Bantam gives you all the 
extras of Verifax copying, does jobs 
other copiers can’t touch! 

Makes 5 completely dry copies of 
any document in 1 minute for 2% ¢ 
each. Makes copies on white bond- 





A completely different copier— saves 
hours of typing and checking—gives you 
5 dry, ready-to-use copies in a minute. 


type paper, card stock, printed office 
forms—front and back, if you wish. 
Makes translucent ‘“‘masters’’ for 
whiteprint machines—even makes 
an offset master in 1 minute, using 
low-cost adapter. What’s all- 
important, too, your Verifax copies 
are accurate and complete. All types of 
pencil and ink writing—even pur- 





eeoeeeseecececees MAIL COUPON TODAY eeeeee2eeee08 


EASTMAN KODAK COMPANY 


Business Photo Methods Division, 343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send folder describing Verifax Bantam Copier 
and savings it makes possible. Also names of nearby dealers. 


Name Position 


plish spirit duplicator copies—are 
reproduced as readily as typed data. 
The new Bantam is a snap to oper- 
ate, and, despite its low cost, as fool- 
proof as an office copier can be. Mail 
coupon ...or phone Verifax dealer 
for free demonstration. (Check Yel- 
low Pages under “photocopying” 
or “duplicating”? machines.) 


Price quoted subject to change without notice 


[exrifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 
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alive 
_ after 
five... 


thanks to her REMINGTON® ELECTRIC typewriter 


And no wonder—electricity does the work — 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 
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[tE prove We are worthy 





Once again we approach that special week, April 20-26, 
set aside to pay tribute to the First Lady of Business— 
The Secretary. 

As members of The National Secretaries Association 
(International), let us be ever conscious of our theme— 
“WE CAN BE BETTER THAN WE ARE,” and continue 
striving to keep ourselves worthy of the tribute that will 
be paid to all secretaries during “our” week. 

It is not enough to sit back and bask in this glory! 
If we are to warrant such a tribute year after year we 
must, indeed, earn it. 

One very good way to prove that we are worthy of a 
yearly tribute is to live up to our Association’s Code of 
Ethics. For the benefit of our nonmember readers (as 
well as for the benefit of those members who may not 
have thought about it lately), the NSA Code of Ethics 
reads as follows: 

“Recognizing the invaluable influence of woman’s life 
in all she touches, we resolve to inject into our business 
association the highest ideals for which The National 
Secretaries Association (International) stands; to lend 
grace, charm, and sobriety to all dealings, and to main- 
tain poise and dignity under all conditions and circum- 
stances. 

“We resolve to further the interest of whatever busi- 
ness we follow, to exemplify loyalty and conscientousness, 
and to exercise patience at all times; 

“To keep our lives clean and wholesome, that our very 
presence may bring life and light to those about us; 

“To encourage ambition, lend hope, and nourish faith, 
remembering that the eternal laws of God are the only 
ones under which we can truly succeed.” 

Have we kept our resolutions as stated in the Code of 
Ethics? Perhaps not always to the very letter, for we are 
human beings, prone to weaknesses and faults. But we 
must continue to try, and if each individual member of 
our Association does just that we simply cannot fail. 

The very heart of our Association is the individual mem- 
ber. Further, it is the responsibility of each individual 
member to seek new members who meet the qualifications 
for membership, as set forth in our Bylaws, Article VI, 
Section 2. 

The first qualification stated is that a member shall be 
a secretary, of unquestionable character and in- 
tegrity, .” During Secretaries Week, when so many 
chapters will be putting particular emphasis on acquiring 
new members, installing new chapters, and so forth, it is 
important that we keep this particular qualification in 
mind. Granted, it is the responsibility of the chapter mem- 
bership committees to screen all applicants, but they need 
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the help of the individual members who propose ap- 64 
plicants for membership. It could be most embarrassing $3 
if someone accepted for membership later proved to be Easy to $2 y 
of questionable conduct or character and had to be dis- 
missed from membership. 
Let us always have before us Article IV of our Bylaws: 
“The purpose of the Association shall be to elevate the 
standards of the secretarial profession by uniting for their 
mutual benefit, women who are or have been engaged 
in secretarial work.” 
These three—our Code of Ethics, our membership qual- 
ifications and our objective, if truly followed, will make 
us worthy of the tribute paid to secretaries during Secre- 
taries Week. . oe 
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WSeveral requests have been received 
recently for sets of previously used CPS 
examinations. No copies of the examin- 
ation have ever been released. There 
are several reasons for this practice. 
The CPS examination is not static. As 
more is learned about the duties of top- 
level secretaries, changes are made in 
the examination to make it measure 
more accurately the performance of a 
top-level secretary. Old examination 
questions would not reflect these 
changes, nor would they reflect changes 
in business, business regulations, and 
business practices. Preparation for the 
examination, for those who feel that 
preparation is necessary, should cause 
them to look forward, not backward. 





Study Outline 


The requests for old examination 
questions have reflected, I believe, a 
sincere desire on the part of applicants 
to learn “just what this examination is 
all about.” The Institute has felt this 
need and has recently prepared a Study 
Outline, which is now available (for 
25 cents) from the Institute for Certi- 
fying Secretaries, 222 West 11th Street, 
Kansas City 5, Missouri. The publication 
consists of a broad outline for each of 
the sections of the examination. Be- 
cause the outlines are broad, rather than 
detailed, they suggest the areas included 
in the sections yet do not preclude in- 
clusion of new developments in the 
various areas. I believe that you will 
find it useful, and I shall appreciate 
your letting me know your reactions 
to it. 
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Bibliography 

As you know, a suggested bibliogra- 
phy is also available from the Kansas 
City headquarters (without charge). 
The difficulty with a bibliography is 
that it becomes out of date almost as 
soon as it has been compiled. New edi- 
tions of books appear; new books are 
published; books equally good are over- 
looked; space limitation makes it neces- 
sary to limit the number of books listed. 
Whether you are using the library or 
purchasing reference books, be sure to 
ask for the latest editions and inquire 
about other books in the area. 

Although several books are listed for 
each section of the examination, it is 
not necessary that all of them be read 





Dean Inez Ray Wells 


by those who wish to study or review 
the area. Perhaps some are available in 
your office, your library, or your book- 
stores; others are not. Perhaps the style 
of writing of some will appeal to you 
more than the style of writing of others. 
Make some choices. Do not try to read 
them all. 


CPS Library 
Have you made use of the CPS Li- 
brary, a column which made its first 


appearance in the November issue of 
The Secretary? It is not intended ex- 
clusively for those who are going to 
take the CPS examination, nor are the 
materials listed limited to those that 
apply directly to the areas of the ex- 
amination. The Library is prepared by 
members of the Education Committee 
of the Institute to call to your attention 
publications of interest to all secre- 
taries. If you have found it useful or 
if you have suggestions to make for 
its improvement, we shall be glad to 
hear from you. 
Testing Situations 

If you are going to take the 1958 
CPS examination, practice in taking ex- 
aminations will prove to be a worth- 


Certified Professional Secretary 


while experience if you can arrange it. 
I have heard that some secretaries take 
the civil service examination in short- 
hand as a way of getting practice in 
taking dictation under a testing situ- 
ation. Perhaps you cannot arrange that; 
but a group of you might arrange to 
have a shorthand teacher give you dic- 
tation for transcription. After you have 
transcribed (again under a testing situ- 
ation), an examination of your tran- 
scripts will reveal points needing at- 
tention. Information given in the Study 
Outline will be helpful in knowing 
what should be included in such a prac- 
tice test. But even if the materials do 
not truly reflect those of the CPS ex- 
amination, the experience of taking dic- 
tation for thirty minutes or more and 
of transcribing and typing for a two- 
hour period will be helpful in accus- 
toming you to the testing situation. 
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Wi The first and only woman to be hon- 
ored by the nation’s electronics industry, 
and a pioneer in her own field, retired 
in December from the General Electric 
Company under the provisions of its 
pension plan. 

She is Mrs. Eugene F. Kinzie, past 
president of the Syracuse Chapter (New 
York), known affectionately to her as- 
sociates as “Martha.” 

Her shorthand notes, as a private 
secretary for two prominent science- 
industrialists, cover electronics develop- 
ment era from the catwhisker radio of 
1920 to the color television set and 
guided missile of today. 

Among her best-known contributions 
to the electronics industry are her serv- 
ices as secretary to two national tele- 
vision system committees which recom- 
mended engineering standards to the 
Federal Communications Commission, 
paving the way for commercial mono- 
chrome telecasting in 1941 and color 
TV in 1953. 


Cited By RETMA 
The Radio-Electronics- Television 
Manufacturers Association (now the 
Electronics Industries Association) cited 
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her in 1953 “for her untiring efforts 
on behalf of the National Television 
Systems Committee in the formulation 
of a successful compatible standard for 
color television.” 

This was the first and to date the 
only citation the association has made 
to a woman. 

A leading technical magazine shortly 
before the award had characterized her 
as “indispensable secretary and guardian 
angel of NTSC.” 

It continued “No top-brass engineer 
is more prominently active in the new 
art of chorma and luminance than Mrs. 
Kinzie, efficient secretary of NTSC... 
Mrs. Kinzie supervises the issue of 
reams of committee reports, compiles 
vast files of technical data, and keeps 
the complicated machine of interlock- 
ing committees rolling at top speed.” 


Radio Technical Planning Board 


Another of her outstanding contribu- 
tions to the electronics industry began 
in 1944 when as assistant secretary of 
the industry Radio Technical Planning 
Board she was responsible with the 
board’s coordinator for the processing 
of some ten tons of technical paper- 
work. This was in the preparation of 
technical reports for presentation to the 
Federal Communications Commission. 

From these technical data were estab- 
lished postwar standards for television, 
FM radio, facsimile, radio communica- 
tions for aviation, marine, police, for- 
estry, etc., and for electronic applica- 
tions in industry, the medical and scien- 
tific fields. 

Dr. W. R. G. Baker, chairman of the 
Board, had this to say on the election 
of Mrs. Kinzie: 

“Much has been said during the war 
of the position of women in industry, 
particularly in factories, drafting rooms 
and generally where repetitive or rela- 
tively simple functions are performed. 

“Not much has been said or written 
of the position of women in responsi- 
ble administrative positions. The elec- 
tion of Mrs. Kinzie by the sponsors of 
the Radio Technical Planning Board is 
an indication that the radio industry 
has within it women who can assume 
responsibilities which, before the war, 


would have been looked upon as being 
beyond their ability.” 


Started In 1920 

Like most secretaries, Mrs. Kinzie be- 
gan her business career as a stenogra- 
pher, following graduation from Duffs 
Business College at McKeesport, Penn- 
sylvania, where she was born. 

Late in 1920 she became a secretary 
to Dr. L. W. Chubb, then director of 
radio engineering activities for West- 
inghouse at Pittsburgh. Since 1931 she 
has been private secretary to Dr. W. R. 
G. Baker, one of the world’s leading 
pioneers in the broad field of elec- 
tronics, and a Vice-President at Gen- 
eral Electric from 1941 until Novem- 
ber 30, 1957, when he retired on his 
sixty-fifth birthday. 

Mrs. Kinzie will continue as secretary 
to Dr. Baker in his capacity as Presi- 
dent of the Electronic Industries Asso- 
ciation. (He is also a Vice-President 
on the staff of Syracuse University, re- 





Mrs. Eugene F. Kinzie 


sponsible for directing the University’s 
contract research program. ) 

She has been active in community as 
well as industry affairs. In addition to 
her NSA work and being an associate 
member of the Institute of Radio En- 
gineers and a member of the Radio 
Oldtimers Club, Mrs. Kinzie is a mem- 
ber of Zonta International, and Busi- 
ness and Professional Women’s Asso- 
ciation, Catholic Women’s, Common- 
weal and Corinthian Clubs of Syracuse. 
She also is secretary of the Heart Asso- 
ciation, Syracuse. 

e td e 
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delancey street, U.S.A. 


by Albina “Bebe” Nahajlo, Springfield Chapter, Massachusetts 





Making appearance on TV Sta- 
tion WWLP before rummage sale 
are, standing, Marguerite Murray 
and Thomas Colton. Seated are 
Mr. Colton’s secretary, Bebe 
Nahajlo and Mary Ann Gladski. 


HB When I was chosen chairman of our 
chapter’s ways and means commmittee, 
I realized that the task before us was 
an important one if we were to carry 
out the good planning of our executive 
board, including the scholarship award 
to be presented during Secretaries 
Week. And even if mundane ways 
must be resorted to, the result would 
be a solvent treasury enabling us to 
attain the higher goals of NSA activity. 
A beginning, I felt, would be to 
hold a rummage sale to make money 
(whether it be fifty cents or fifty dol- 
lars), but. little did I realize the be- 
hind-the-scenes of such a venture. The 
first problem of finding a location was 
solved through the generosity of an 
employer who offered one of his vacant 
stores for our project. The next chore 
was to collect all the items that were 
so quickly volunteered—dresses, shoes, 
bric-a-brac, lamps, toaster, even a vac- 
uum cleaner and a highchair. With the 
pooling of our automobiles, which mag- 
ically turned into trucks, another em- 
ployer came to the front with ware- 
house space. Our piles of cartons grew 
and grew until we had quite a moun- 
tain in the warehouse, in my garage 
and attic, and anywhere else we could 
think of. Other donors held their items 
until the store was available. 
Preparations at the store progressed 
at night with makeshift coat racks. 
Doors were laid on wooden horses for 
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counters and the store window was 
filled with tempting goods until, by 
the time we were ready to lock the 
doors for the night, it looked like a 
first class department store. We had 
our little “Shoe Department,” “Hat 
Bar,” “Handbag Shelf,” and “One-cent 
Bargain Table.” Only the signs were 
missing. Though we were not yet in 
business, a drunk came into the store 
that night leading a huge white dog 
and wanted to buy one of the stuffed 
toys in the window. When told that 
the store was not yet open, the in- 
ebriated gentleman turned to his dog 
and apologized: “Well, Lucille, the 
lady won't let me buy you a toy.” 

On a Friday evening, with commit- 
tee members as salesgirls and myself as 
floorwalker, the store unofficially 
opened for business. By this time the 
chapter publicity department had got- 
ten rolling with items in the local 
newspapers. Our first customer, who 
had phoned me at my home at dawn 
that morning, had touched my sympa- 
thetic heart with sad tales of woe about 
five children, sick husband, and a no- 
money routine. She asked to be allowed 
in the store before opening hour to 
have first choice in outfitting her chil- 
dren, and she arrived promptly early 
that evening. This “poor family” turned 
out to be a rummage sale professional 
who played on our heartstrings and 
bought out our wonderful “One-cent 
Bargain Table” and all our comic- 
strip books. That first sale turned me 
back into a hardhearted and calculating 
saleslady. 

The evening opening, though rainy, 
brought us about ten customers, each 
of whom made really wonderful pur- 
chases, three and four dollar ones. As 
floorwalker I could not help but see 
other qualities in our young ladies be- 
sides secretarial competence. For ex- 
ample what a selling job our Kathy 
did with an English war bride who 
bought a whole wardrobe from head 
to toe, and who commented with each 


article, “I never saw such beautiful 
things!” In the middle of this sale 
Rose arrived with several bundles and 
a donated coat over one arm which the 
war bride bought on sight. One cus- 
tomer returned a second time, where- 
upon Kathy began her sales talk, then 
recognizing the woman as one who had 
been in before, immediately called out, 
“Helen, customer of yours!” And we 
weren't on a commission basis! When 
we shut up shop that night, our cashier 
checked her kitty and announced a 
grand total so far of $35. 


The next morning I picked up Anne, 
our treasurer, and off we drove down 
Main Street. Approaching the block 
where our store was, there, blocking 
the entrance, we saw a huge crowd of 
people pushing and milling about. In 
the middle of the crowd I noticed our 
Phyllis looking as bewildered as could 
be. I sent Anne with the key and very 
promptly she was ptished back by the 
crowd, which thought she was just try- 
ing to be first in line. Each time she 
pushed forward, other women pushed 
her back and some uncomplimentary 
remarks were not spared. Anne perse- 
vered and finally reached the door, 
opened it, and 812 Main Street became 
812 Delancey Street. 


The crowd swarmed in to the extent 
that not another soul could have en- 
tered. I turned into a bundle girl but 
within ten minutes found myself doing 
my bundle work outside the door on 
the sidewalk because of just being 
pushed out. More than half the mer- 
chandise was sold in the first hour. 
Then, mysteriously it seemed, the crowd 
melted away and only a few customers 
remained. We then slashed prices on 
everything left in the store. 


About that time the local junk dealer, 
a fat man with a cigar, swaggered in 
with a confident air to buy us out, but 
with customers still browsing, our an- 
swer was, “Come back later.” I guess 
he didn’t have much faith in people, 
because very soon he was back again. 
We still had customers coming despite 
the downpour, so again the answer was, 
“Come back later.” However, in no 
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Milt would be a fine unselfish gesture 
for a business man to adopt a positive 
attitude solely in order to make the 
world a cheerful, pleasant place for 
other business men. Since the success 
of our American system of free enter- 
prise depends upon the attention each 
business man gives to keeping his own 
portion of the economy healthy, how- 
ever, he must base his actions on self- 
interest as well as on the interests of 
others. No harm can come of doing the 
other fellow and yourself a good turn 
at the same time, of course; and when 
you understand and use the positive at- 
titude, you will find that both you and 
the other fellow will benefit. 

The damage done by negative words 
and phrases in business letters is not 
always recognized. One reason for this 
is that letters are written. A speaker 
looks at his audience and can see at a 
glance the effect of positive and nega- 
tive language. If the writer of words 
and phrases like we can’t, we’re unable, 
disappointed, neglected and the like 
could see the faces of his readers grow- 
ing longer—could see their expressions 
turning sour, he would weed such words 
out of his letters. 

A man who has been using gloom 
words for years may not know that they 
have any effect on readers. For one 
thing, readers often do not realize what 
it is that affects them adversely. 


How Do We Know? 

But negative words do have an ef- 
fect on everyone, and there are very 
good reasons why this is true. 

The first word used to restrict the 
activities of a child is NO. Don’t and 
can’t soon begin to plague him. The 
un- words such as undesirable, unfair, 
and unfortunate quickly gather unpleas- 
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by Dr. Homer L. Cox 


School of Commerce, Department of 


Business Writing, Northwestern University 


Written for National Small Business Men’s Association 


the value of positive letters 


Number Three in a Series 


ant connotations. Besides these members 
of the mo family, other words including 
fail, dissatisfied, careless and negligence 
are associated through experience with 
unpleasantness or frustration. Even con- 
ditional words like if and whether be- 
come tinged with negative tone. To a 
greater or lesser extent, the sight or 
sound of all words of this kind gives 
us a feeling of frustration and annoy- 
ance or makes us feel that we would 
like to get away from them and from 
the ideas they express. 

We know that this is true because 
psychologists have learned that when 
subjects are asked to read negative and 
positive words of equal length and dif- 
ficulty very quickly, the positive words 
are read faster. The only explanation 
seems to be that readers do not like 
the negative words; they put off recog- 
nizing them because of the negative 
feelings generated in the readers. All 
normal people seem to react in this way. 

Some people, of course, are more 
than normally sensitive. These people 
see insults and threats in words that 
have little or no effect on other people. 
Very often they feel hostile toward 
other people, but they know that hos- 
tility is not an acceptable trait. Conse- 
quently, they watch for—almost seem 
to hope for—acts of hostility directed 
toward them. When they find them, 
they have an excuse for being hostile 
themselves. 

Nine out of ten of the business men 
you write to will be only normally 
sensitive to negative words and phrases. 
The tenth, who is super-sensitive, may 
be the one whose business is of the 
most importance to you. Since you have 
no way of identifying the supersensi- 
tive individual, play safe; think, talk 
and write positively at all times. 


Pardon Me, Your Intent Is Showing 

All messages have both content and 
intent. The content is what is actually 
expressed in words; the intent is the 
underlying purpose for writing. The 
reader looks for both when he reads. 
If the words say you misunderstood the 
simple directions, what will prevent 
him from guessing that the writer in- 
tended to call him stupid? 

Some writers write without being 
aware of their own intent. Feelings of 
anger, disappointment, and contempt 
find their way into messages unless 
writers are aware that this may occur 
and guard against its happening. The 
writer who is aware of the importance 
of intent writes in such a way that the 
reader finds no sharp difference be- 
tween the content and the intent. He 
knows that the reader is likely to think 
or do what he wants him to think or 
do if both the content and the intent 
are positive. 

Any letter worth writing should have 
something positive to say. Either the 
content or the intent, and preferably 
both, should be positive. If a part of 
the intent must be negative, it should 
be expressed as positively as possible. 
Bury the negative in an unemphatic 
position; delay bringing it up; and, if 
you can, avoid it altogether. 


Here’s How 

The negative connotations of some 
words spill over and give entire phrases 
a negative tone. Fortunately the effect 
of positive words on their neighbors is 
also potent. In the illustrations below, 
the words and phrases in italics give 
the statements a positive or negative 
tone: 
NEGATIVE: To prevent further incon- 
venience, we have wired our supplier to 
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ship the replacement part directly to 
you. 

POSITIVE: To speed delivery, we have 
wired our supplier . . . 

NEGATIVE: We never make adjustments 
without seeing the merchandise that 
failed to satisfy. 

POSITIVE: We make adjustments 
promptly on the basis of careful in- 
spection of the merchandise involved 
in the request for a refund. 
NEGATIVE: Do not hesitate to call on 
us if you need further information 
about this mechanism. 

POSITIVE: Please call on us whenever 
we can supply information about this 
mechanism. 

NEGATIVE: Don’t squander money on 
over-priced brands. 

POSITIVE: Choose the brand that is 
fairly priced. 

NEGATIVE: Don’t deprive your children 
of this inexpensive safety belt. 
POSITIVE: Provide your children with 
these reasonably priced safety belts. 


NEGATIVE: If you think more of these 
posters would be helpful during your 
sale, let us know. 

POSITIVE: You can have as many of 
these posters as you want for your sale. 
NEGATIVE: We have not had any gov- 
ernment contracts; so we ate imexpert- 
enced in making this particular kind 
of cable. 

POSITIVE: Our experience with the 
manufacture of nylon reinforced cables 
has been exclusively with those we make 
for Buoyant Airlines. There are a num- 
ber of similarities between your speci- 
fications and those of the Buoyant Com- 
pany. 

NEGATIVE: Unfortunately the demand 
for the No. 10-B generator was wnusu- 
ally heavy; we will be unable to get 
your order out until September 1. 
POSITIVE: Demand exceeded supply; 
but we can get your order for the No. 
10-B generator out by September 1. 
NEGATIVE: We’re very sorry; but, as you 
know, mistakes are bound to occur. 
POSITIVE: You'll be glad to hear that 
we have made a change in shipping 


recurrence of the incident you called 
to our attention. 

NEGATIVE: You failed to follow direc- 
tions for assembling the Saxby power 
tool you asked us to replace in your 
complaint of January 4. 

POSITIVE: The experience with your 
Saxby power tool that you described in 
your letter of January 4 probably is 
the result of attaching wire A to Pole 
B instead of to Pole A. The two poles 
are similar, but a second look at the 
diagram on the direction sheet will help 
you distinguish them. I am enclosing 
a duplicate direction sheet on which 
the location of Pole A has been en- 
circled. 


NEGATIVE: We sincerely regret the neg- 
ligence of our account clerk who cred- 
ited your February payment to another 
account. The error has been corrected. 
POSITIVE: Your February payment was 
credited to the account of another Mr. 
F. Fuller. I¢ has now been credited to 
your account. The account clerk re- 
sponsible has been instructed to check 
account numbers as well as names in 
the future. Thank you for giving us the 
opportunity to improve our procedures. 


Better vs. Bitter 

Think and talk and write about what 
you can do, about what you will do; say 
all the things your reader will be glad 
to hear. You'll make more sales, smooth 
more ruffled feelings, and build more 
good will. Remember that your readers 
would rather find the better than the 
bitter in your letters. Serve them lem- 

onade instead of lemons! 

e e e 


How are you coming to Min- 
neapolis? Those coming from 
Buffalo, Cleveland, Detroit 
and points east may find it 
enjoyable to board a cruise 
ship such as the Georgian 


ican” which docks in Duluth, 
Minnesota, only a short 150- 
mile jaunt northeast of Min- 
neapolis. You can then board 
a fast train or plane to com- 
plete your trip. 


Recipe 
for success: 


¢ Smart Appearance 
© Secretarial Skills 
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We can’t teach you 
grace, grooming, short- 
hand or typewriting— 
but an A.W.FABER 
ERASERSTIK can help 
you turn out beautiful 
letters that will win 
your Boss’s praise, ac- 
companied by promo- 
tions and pay increases. 


With this pencil- 
shaped, white-polished 
beauty you erase with- 
out a trace. Whoosh— 
mistakes disappear as 
you remove a single 
letter without blurring 
surrounding letters. 
Pick up a few at your 
Stationers today. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 
ERASERSTIK gives 
you your choice 


Point it with any 
mechanical or hand 
sharpener. 


With brush 20¢ Without brush 10¢ 


7099 and 7099B gray all-utility 
ErRASERSTIK for pencil, ink or 
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procedures in an effort to prevent a wncuitiie, 
7066 and 7066B for those who {| 
prefer a soft, red typewriter eraser. 
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AMW.Faber-Castell Pencil Co. Newark 3, N. J. 























SEA FOAM 


Days don’t have to drag. You 
don't have to jumble piles of 
paper, fumble in file cabinets, 
lose your temper over creased 
or faded file copies. Simply 
say Sea Foam next time second 
sheets are ordered. Sea Foam 
is strong. Snap it. You'll see. 
Handles easier. Lies perfectly 
flat. Files faster .. . thin, com- 
pact and specially manage- 
able. Erases smoother, cleaner, 
quicker. Channels easier.Seven 
colors for easy direction. 


Say Sea Foam .. . the 
second sheet that’s speci- 
fied first in better offices 
across the country. 





Write for Samples, Dept. 13 


SEA FOAM BOND 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 








Wilt is important to be looking your 
radiant best for an extra-special occasion. 
Plan your beauty ritual to give you a 
glowing complexion, silken shining 
hair, and satin soft hands by faithfully 
carrying out your daily cleanliness 
regime. 


“Beauty is as beauty does.” Beauty és 
because she has taken care to follow a 
planned routine of relaxing tub baths, 
soothing foot baths, frequent shampoos, 
and pore-cleansing sudspack facials that 
keep her lovely to look at! 


Most annoying complexion problems 
caused by improper cleansing can be 
literally “washed away” by the judicious 
use of a handful of soapsuds. Merely 
apply hot, thick soapsuds to your face, 
using a clean washcloth or your hands 
to press the lather against your skin. 
The oily areas where blackheads occur 
around the nostrils, chin, and hairline, 
need particular attention. Rinse well 
after washing, and splash your face with 
cold water to tighten the skin and close 
the pores. 


Shower time is a good time to sham- 
poo hair, as it is so convenient. Brush 
your hair vigorously before stepping 
under the shower. Lather generously 
with thick dirt-chasing suds, and mas- 
sage your scalp well with your finger- 
tips. A second sudsing will loosen soil 
and leave your scalp and hair scrupu- 
lously clean. You'll be sure your hair 
is as clean as it can be when it 
“squeaks” to the touch after a thorough 
rinsing. 


It’s said that many a crows’ foot line 
on the face is caused by unhappy sore 


beauty is 


as beauty does 


feet, so why not pamper your feet with 
a luxurious footbath? Fill a basin or 
the bottom of the tub with warm soapy 
water and soak your feet in this sooth- 
ing bath. Exercise your toes, arches, and 
ankles by rotating your feet and flexing 
your toes. If shopping has made your 
feet throb, lie flat on the floor and 
stretch your legs up against the wall so 
that the blood flows away from your 
feet and eases the pressure on them. 


While you are enjoying a leisurely 
sudsy soak in the bathtub, you can spend 
a few moments of special attention on 
your hands. Use a nail brush and thick 
soapsuds to scrub at fingernails and 
whisk away imbedded dirt that discolors 
knuckles and nails. Then use your wash- 
cloth to shape and push back the cuticles 
after they have been softened by the 
soapy water. 


Keep a regular beauty routine and, 
no matter whether you're a teenager, 
or mature, you'll be attractive every day 
of your life! 


. 
+ 
e 
What's more fun than eating? ° 
When you arrive at conven- ® 
tion in Minneapolis you'll e 
forget all about counting cal- 
ories, and enjoy all the mar- =, 
velous food, especially the 
thick, juicy steaks, the Can- ° 
tonese and Hawaiian food. ° 
Minneapolis is noted for its ® 
many and unusually fine eat- 
ing places. is 
* 
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(Recommended by CPS Institute) 


ECONOMICS 
Umbreit, Hunt, Kinter: McGraw-Hill 1957 


ACCOUNTING PRINCIPLES 
Noble & Niswonger: South-Western 1957 


GREGG TYPEWRITING FOR COLLEGES 
Lloyd, Rowe, Winger: McGraw-Hill 1957 


COLLEGE ENGLISH FOR BUSINESS 
Reigner: H. M. Rowe Co. 


BUSINESS LAW 
Bergh and Conyngton: Ronald Press 1957 


MANAGERIAL STATISTICS 
Hanson: Prentice-Hall 1956 


BUSINESS PRINCIPLES, ORGANIZATION, AND MANAGEMENT 
Tonne, Simon, McGillis: McGraw-Hill 


PSYCHOLOGY IN MANAGEMENT 
Haire: McGraw-Hill 
Magazines: The Secretary 
Charm, Street & Smith Publications, Inc., 575 Madi- 
son Ave., New York 
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SEA FOAM BOND 
CARBONSETS 





Now you can conquer typing 
tie-up, eliminate copy smudge 
and fumbling filing with the 
nation’s number one name 
in second sheets — nationally 
known SEA FOAM in SEA 
FOAM CARBONSETS. 


he FASTER 


No fumbling with separate 
carbons and copies. Sea Foam 
Second Sheets are attached 
to every carbon. Just insert 
and type! 


Handles neatly. None of those 
big exposed smudging areas 
that blacken copies, hands, 
clothes. 


You get sharp carbon impres- 
sion on every perfectly placed 
copy of SEA FOAM. 





Write for free Samples 
Dept. CS-3. 


SEA FOAM BOND 
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we 





CARBONSETS 


BROWNVILLE PAPER CO. 
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Mary Ximena Lovett 


By Leuveda Campbell 
Savannah Chapter (Georgia) 





Mi Mary D. Lovett (nee Mary Ximena 
DeLoache) was born in Savannah, 
Georgia, daughter of the late Mr. and 
Mrs. Charles J. DeLoache. In her early 
childhood Mary moved from Savannah 
to Ridgewood, New Jersey, but on fail- 
ure of her father’s health, returned to 
Savannah and completed her education 
in Savannah schools. Her religious 
affiliations have centered around Wes- 
ley Monumental Methodist Church, in 
infancy having been christened by its 
pastor, as a girl attended its Young 
People’s classes, and, when an adult, 
joined its roll of members. 


Mary's charm and graciousness exem- 
plifies the unmistakable stamp of the 
“old-south” aristocracy. Her lovely home 
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provides a background for graceful liv- 
ing and hospitality which is always 
prevalent from the moment you enter 
and step into the tranquility of the 
living room and relax forever, until 
your good manners tell you it is time 
to depart and leave this enchanting en- 
vironment. Mary’s personality and in- 
herent understanding of your own indi- 
viduality tend to create the feeling of 
security and ease, thus she has become 
the bulwark for many who are tem- 
porarily beset with imaginary or real 
problems. Yet, even though she creates 
an illusion of “la belle de beau monde,” 
born to spend her days looking lovely 
and being a delightful hostess, primarily 
Mary is of local industry's intelligentsia, 
dynamic and modern as the latest hydro- 
gen bomb. In little more than a decade 
she has carved a permanent and envi- 
able position in the industrial and com- 
munity life of Savannah. She has dir- 
ectly aided in the activities of the 
United Community Services, Savannah 
Youth Museum, Chatham Tuberculosis 
Association, March of Dimes Program, 
Georgia Heart Association and Telfair 
Academy of Arts and Science—and in- 
directly, to the Chatham County Me- 
morial Hospital, St. Joseph’s Hospital, 
Savannah Tumor Clinic through her 
association with her present employer 
who serves the latter groups in a direct- 
orate capacity. 

Mary is married to Thomas Lamar 
Lovett and in 1946 Lovett Furniture 
Company was formed, operating first 


as a partnership and subsequently as a 
corporation. She is at present a director 
and vice president of this firm, as well 
as a fifty percent stockholder. Needless 
to say, under such capable management, 
this firm has grown and now owns 
and occupies a large four-story building 
in the business district of Savannah. 
Tom is the proud owner of “Sunset 
Kansas,” a fine thoroughbred Palomino 
show horse and it is one of Mary’s chief 
regrets that she has never become an 
accomplished horsewoman so that she 
might accompany Tom “on the trail.” 


In July, 1955, Mary was employed 
as steno-clerk by Southern States Phos- 
phate and Fertilizer Company. This 
company was founded in 1897 in 
Augusta, Georgia, and their present 
plant in Savannah, erected in 1901, has 
been in continuous operation since that 
time, producing sulphuric acid, super- 
phosphate and complete fertilizers. 
Through new processes and plant im- 
provement, Southern States has grown 
by leaps and bounds until it is now one 
of the most modern plants of its kind 
in the country, as well as one of the 
largest in the southeast. From Mary’s 
superiors we learned that she has con- 
tributed so much to this growth and has, 
herself, kept in stride to where she has 
risen to one of the top executives of 
that company. Southern States has en- 
tered the export field and Mary has 
had much to do with this extensive 
development, in recent years Southern 
States’ scope has broadened to embrace 
real estate in North Carolina and its 
“Little Bear Pen Mountain,” Highlands, 
North Carolina, is being developed for 
residential sites. Again, we find Mary 
in the middle of this new venture. 


The following brief resumé of her 
activities amply confirms some of the 
enthusiastic comments made in the 
paragraph above: In November, 1945, 
Mary was elevated to the position of 
secretary to the president, Franklin R. 
Dulany. In early 1947 she was elected 
by the Board of Directors of this com- 
pany to the official position of secre- 
tary and office manager; in 1950 was 
promoted to assistant to the president 
as well as secretary, which two offices 
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are currently held, while also serving as 
Mr. Dulany’s confidential secretary. 

In conjunction with employment with 
Southern States, Mary has held offices 
in the following companies, which are 
affiliates, wholly-owned or partly-owned 
by Southern States. Since January 1947 
she has served as secretary and assistant 
treasurer for Chatham Chemical Com- 
pany, Savannah; since 1953 has served 
as corporate secretary for Reliance 
Guano Company, Inc, Whiteville, 
North Carolina, and from its formation 
in 1953 she has been on the board of 
directors, corporate secretary and a 
minority stockholder in the Southern 
States Products Company, Savannah. 
She was secretary and assistant treas- 
urer for American Warehouse and Stor- 
age Company, Savannah, from 1949 to 
1952; secretary, assistant treasurer and 
director from 1946 to 1952 of Phos- 
phate Trading Corporation, Savannah. 
As secretary to Mr. Dulany, Mary 
eeeeoeeeee#eee#eee# 
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Are you coming to Minne- 
apolis from the west coast? 
If so, you could plan a very 
fine train trip by going via 
the southern route and re- 
turning a northern route. 
Check with your travel 
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has had association with other busi- 
nesses, both out-of-state and local, since 
he is a director and actively engaged in 
the management of John H. Dulany & 
Son, Inc., Fruitland, Maryland, packers 
of Dulany Frozen Foods, and also Chem- 
ical Packaging Corporation with plants 
in Savannah and Louisville, Kentucky. In 
spite of his business activities, Mr. 
Dulany is quite a dilletante, himself, 
and Mary’s awareness of philately, an- 
tiques, old prints, first edition books, 
photography and botany indicates that 
she still must find time for a consider- 
able volume of correspondence relating 
to these subjects. Thus, as his secretary, 
she has contact with many and varied 
cultural, educational, philanthropic and 
commercial activities. 

Mary has been a member of Pilot 
Club for approximately nine years and 
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has served two two-year terms as direc- 
tor of this organization. She has ac- 
tively participated with various com- 
mittees and most recently individually 
accomplished the successful completion 
of Pilot's project for the lighting and 
beautification of two of the downtown 
parks in Savannah. 


Savannah Chapter was installed in 
October, 1952, and Mary is a charter 
member. Her confidence in the poten- 
tialities of this infant organization, plus 
her enthusiasm and contribution of her 
time and talents has been invaluable to 
the growth and stability of the chapter. 
She has served on the Executive Board 
for four years as vice president and 
director and prior to that, served the 
chapter as parliamentarian. Her ability 
to advise, direct and manage is always 
evident. She has served as board con- 
tact for several committees, and if pos- 
sible to single out one committee which 
has benefited most by her guidance, 
we would select the By Laws Commit- 
tee. Unlike her aggressiveness in the 
business world, Mary is unobtrusive in 
her work for Savannah Chapter and the 
majority of her deeds remain unknown, 
except to a few of her intimate friends. 


Despite her many activities in busi- 
ness, Pilot Club and Savannah Chapter, 
Mary finds time for the hobby of col- 
lecting antiques. She is keenly inter- 
ested, though avowing to be a novice, in 
collecting old silver, bric-a-brac and old 
prints. She and Tom are members of 
the Little Theatre of Savannah, Historic 
Savannah, Telfair Academy of Arts & 
Science, Owens-Thomas House Mu- 
seum. For leisure moments, Savannah 
Yacht and Country Club. It is a great 
sorrow to Mary and Tom that they have 
no children. However, they share their 
hearts and home with Mary’s aunt, 
Ximena DeLoache, affectionately 
known as “Mena” to their many friends. 


Mary continues to be a marvel to us 
—how does she do it and where does 
she find the time? Only a person of 
expert managerial ability could regu- 
late time and the hours in a day to in- 
clude so many projects. 








With NYLON (PLUS AF!) 


Girls who know the sheer-strength beauty 
and wear of Nylon will rave when they see 
what Nylon + AF does for their typing! 
The plus gives the combination that’s really 
super. Beautifully typed, sharp, clean letters, 
sure-charms to make bosses beam! Letters 
dramatizing your work, definitely making 
you “somebody” among secs. and stenos. 


You'll positively have it with Nylon + AF. 
The prestige-writing combination of sheer 
strength and super wear of Nylon, plus the 
controlled re-inking properties of special AF 
natural fibres. Nylon + AF is an original 
achievement of Old Town, the firm you 
unquestionably know as America’s pioneer 
in quality ribbons, carbons, duplicators and 
duplicator supplies. 


TRIAL NYLON -+- AF RIBBON. YOURS. 
FREE. And also our keen little bro- 
chure: ‘‘Seven Suggestions for Smart 
Secretaries.’ Just write us on your 


firm's letterhead. 
OLD TOWN 
CORPORATION 


Established 1917 0 Town 


750 Pacific Street, Brooklyn 38, N. Y. 





BE A FRIEND 


Be a friend. You don’t need money: 
Just a disposition sunny; 

Just the wish to help another 

Get along some way or other; 

Just a kindly hand extended 

Out to one who’s unbefriended; 
Just the will to give or lend, 

This will make you someone’s friend. 


Be a friend. You don’t need glory. 
Friendship is a simple story. 

Pass by trifling errors blindly, 

Gaze on honest effort kindly, 

Cheer the youth who's bravely trying, 
Pity him who's sadly sighing; 

Just a little labor spend 

On the duties of a friend 


Be a friend. The pay is bigger 

(Though not written by a figure) 

Than is earned by people clever 

In what's merely self-endeavor. 

You'll have friends instead of neighbors 
For the profits of your labors; 

You'll be richer in the end 

Than a prince, if you’re a friend. 


from London Centennial 
Chapter Bulletin 
London, Ontario, Canada 
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i March’s blustery winds lull tempo- 
rarily .. . a hint of spring sOftens the 
air . . you lean on your hand). . . gaze 
out the window .. . and let your mind 
toy with one of your secret ambitions 

. to get away from it all .. . pull 
up stakes and start anew. Your gaze 
falls on a recruiting poster down the 
street, and you begin to wonder if you 
might fit into the Armed Forces. 

You very well might if you are eight- 
een or older, single, with no depend- 
ents under eighteen, a high school grad- 
uate of good moral character, a U. S. 
citizen, able to meet physical and men- 
tal standards. 


THE SECRETARY asked each 
branch of the Armed Forces about op- 
portunities for female secretaries, and 
we found their answers thought-provok- 
ing. 

Each branch has its own inducements, 
but their recruiting posters and leaflets 
are unanimous in lauding certain bene- 
fits accruing to the young woman who 
chooses a career in her country’s service. 
They talk about the romance of travel 
and the fun of meeting new people 
(and they remind you this is done at 
“Uncle's” expense). They point out 
that women in the Armed Forces do 
the sane type of work and receive the 
same pay for it that men do. Thirty 
days’ vacation each year, and the op- 
portunities to better oneself through 
free educational courses are other 
“fringe benefits’ dangled before the 
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prospect. When one considers food, 
clothing and shelter also are provided, 
they maintain service pay compares fa- 
vorably with civilian compensation for 
services rendered. In addition, they 
point to the free medical and dental 
care offered, the privilege of buying 
merchandise at base exchanges and 
commissaries, and retirement with gen- 
erous pay after twenty years’ active 
service. 

Now, let us consider the individual 
branches. For the WAVES enlisted per- 
sonnel, the age requirement is eighteen 
to twenty-five years. There are twenty- 
four different job fields open to women 
in the Navy, such as air controlmen, 
journalists, yeomen, hospital corpsmen, 
dental technicians and radiomen. Re- 
cruit training is conducted at Bain- 
bridge, Maryland, for nine weeks. 

As an example of a secretary who 
is having a great time and “getting 
ahead” in the WAVES, let’s meet Chief 
Ginny Jackson, cover girl on the new 
enlisted WAVE publicity folder. 

She hails from Birmingham, Ala- 
bama. A graduate of Birmingham 
Southern College, she majored in Span- 
ish. This knowledge came in very 
handy when she taught this subject 
to hospital corpsmen stationed at Aiea 
Naval Hospital in Honolulu during 
World War IL. 

With her flair for handling people, 
however, she was rated as a Specialist 
Supervisor and was in charge of a 


By Doris Quinn 


group of Waves from September, 1943, 
through June, 1947. 

“I've loved every job I ever had in 
the Navy, but the one I have now is 
absolutely tops,” says Ginny. 

She holds forth as a secretary to four 
pilots in the Naval Air Reserve Plans 
and Policy Division, Chief of Naval 
Operations, at the Pentagon. Perhaps 
the most exciting part of her job is 





“Ginnie” Jackson, Navy Chief, 
gets ready to take off on a 
Navy flight. 

flying in an official capacity when the 
pilots make inspection trips. 

Now let us consider the U. S. Wom- 
en’s Army Corps. With about twenty 
percent of its members assigned over- 
seas (principally in Germany, France, 
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SP/3 Marjorie L. Hullsiek, with her boss, Colonel 
M. L. Milligan, Director of the Women’s Army 


Corps. (U. 


Japan, Okinawa and Hawaii), they say 
there is a good chance of receiving an 
overseas assignment. Qualified enlisted 
women may receive commissions by 
successfully completing the Officer 
Candidate Course or by being selected 
for appointment as officers in the U. S. 
Army Reserve and Regular Army. 
Qualified civilian women who are col- 
lege graduates (or, in exceptional cases, 
who have completed 120 or more se- 
mester hours at an accredited college or 
university) may apply for direct ap- 
pointment as Reserve Lieutenants in 
the WAC. Age limits are eighteen to 
thirty-four. 

Specialist Marjorie L. Hullsiek, from 
Excelsior, Minnesota, is a secretary who 
found an interesting niche in the U. S. 
Women's Army Corps. Now serving 
as personal secretary to Colonel Mary 
Louise Milligan, Director of the U. S. 
Women’s Army.-Gorps, she received her 
secretarial trainingy-at the Minnesota 
School of Business, in. Minneapolis. She 
was a steniogtapher int, the Traffic De- 
partment ofthe Minneapolis and St. 
Paul Railroad. until enlisting in April, 

1944. <e ° 

After basic training at Fort Des 
Moines, Iowa, Marjorie served for one 
year at Childress Army Air Base in 
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Texas as secretary to the commanding 
officer. 

From May, 1945, until April, 1947, 
she was in Paris, France, and Frank- 
furt, Germany, as secretary to several 
high-ranking officers. 

Marjorie was separated from the 
service in May, 1947, and returned to 
civilian employment in San Francisco, 
California, as a secretary. Two years 
were spent with the American National 
Red Cross at Letterman Army Hos- 
pital. 

In 1951, she took advantage of the 
GI Bill of Rights and matriculated at 
Mexico City College in Mexico City. 
She received her Bachelor of Arts de- 
gree in English Literature in Decem- 
ber, 1953. 

During the next few years she did 
graduate work at the University of 
Minnesota and worked as a secretary 
at Yellowstone-National, Park and in 
San Francisco, California. 

In July, 1956, she enlisted.again and 
received _a* shott tefresher ‘course at 
the WAC: Censet’ ar Fort McClellan, 
Alabama. In September, 1956, she was 
assigned to’ber présent’ position. 

When she finishes her tour in the 
Pentagon, she would like another over- 
seas assignment in Europe. 


Excitement and romance always have 
been associated with a career in the 
United States Air Force. The WAF re- 
cruiting folder invites you to step into 
the pages of history in the making. 
Age limits are eighteen to thirty-four, 
and the adventure begins at Lackland 
Air Force Base near San Antonio, 
Texas. In addition to on-the-job-train- 
ing in many classifications, the WAF 
points to the benefits of the complete 
educational program of the United 
States Armed Forces Institute, with a 
choice of more than 6,000 courses, rang- 
ing from elementary schooling through 
college level. This same benefit, of 
course, is available in the other branches 
of the service. 

For women of executive ability, the 
WAF offers direct commissions. To 
qualify, one must be twenty-one through 
thirty-three years of age (up to forty 
if exceptionally well qualified), have a 
degree from an accredited college or 
university, must pass an officer selec- 
tion test and must submit three letters 
which recommend the applicant for ap- 
pointment as an officer and attest to 
the applicant’s high moral and personal 
qualifications. Upon completion of a 
three-month indoctrination course, you 
may be sent to an Air Force technical 
school for training! is your special field, 
or assignéd: to in: the. Air Force, 
sce pfficers who 
have the: same skills, 

As air. -exaniple: “of 2 P Beccary who 
has found. a “different” job in the 
WAF, let” as fook into the career of 
Airman Fitse’ Class: Janet L. (“Jan”) 
Guse. 

Part of the difference could be that 
her boss is different, but that is not 
the complete explanation of why this 
attractive WAF’s secretarial job is un- 
usual. arcs 

The twentty- Gnegioar- cold former em- 
ployee of Genetal ‘Elecuic i jn Milwau- 
kee, Wisconsin; @-she was secte- 
tary to ‘the supervisor “of fhe Engineer- 
ing Service. “Depeitement, X-Ray Di- 
vision, works fof First Lieutenant J. 
Symons, United States Air Force. 

There’s nothing particularly unusual, 
of course, about a WAF working for a 
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first lieutenant. But this lieutenant is 
different. She is WAF First Lieutenant 
Joan Symons, the only feminine proto- 
col officer in the United States Air 
Force. 


The word “feminine” is used advis- 
edly in Lieutenant Symons’ case. The 
protocol officer for Headquarters, Air 
Training Command, United States Air 
Force, is not only female but also 
feminine. She is an attractive redhead 
whose curls are only a shade darker 
than the copper whisper-bob worn by 
her secretary. 


Jan Guse, to her consternation, has 
found for this job she needs more than 
the skills taught in commercial colleges. 


needed for this new secretarial post 
that is “different.” She was now in- 
volved with “Protocol,” and in the mili- 
tary that is an important subject. 


“Like a lot of other Americans, I 
guess, I wasn’t too sure when I went 
to work in the Protocol Division, Of- 
fice of Information Services, at ATC 
headquarters, just what ‘protocol 
meant,” Jan explains. “I thought I had 
a pretty good idea, but I looked it up 
in the dictionary anyhow.” 


“I found,” the WAF secretary con- 
tinued, “that Webster’s New College 
Dictionary has a pretty good job de- 
scription for our duties. It defines 
protocol as “The rules prescribing the 





tenant Raymond Lasky, USAF, who has asked about the 
party in the private dining room at Randolph Officers’ Club. 
(Official Defense Department Photo) 


She uses her shorthand, pounds an IBM 
“Executive” and does the rest of the 
rather routine chores of a commercial 
secretary. She came to her new job well 
qualified for ordinary secretarial duties. 
Jan had been the private secretary for 
a colonel who commanded an air force 
technical training group for almost two 
years. She had worked for General 
Electric for another two years before 
she enlisted in the Air Force. 


But even this considerable experi- 
ence in top-flight secretarial jobs did 
not give Jan all the “know-how” she 
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etiquette in ceremonies of state; the 
code prescribing deference to rank and 
strict adherence to due order of prefer- 
ence and correct procedure, as in dip- 
lomatic exchanges and ceremonies.’” 


And Jan is involved with “diplomatic 
exchanges and ceremonies,” since Air 
Training Command Headquarters, lo- 
cated at Randolph Air Force Base, 
Texas, is “host” frequently to distin- 
guished visitors representing friendly 
nations throughout the free world. 


“Protocol” demands that these fre- 
quent visitors to one of the show-places 


of the Air Force be rendered certain 
well-defined honors and ceremonies, 
governed to a large degree by the vis- 
itor’s national and religious background 
as well as his degree of importance in 
the international picture. 

The presence of an honor guard, a 
band to play certain prescribed music 
and other ceremonial procedure in- 
volved in “rendering honors” may or 
may not be required, depending on 
“protocol” and the desires of the dis- 
tinguished visitor. 

“Protocol” is involved in the housing 
of and transportation for distinguished 
visitors. 

And then there is the seating ar- 
rangement at the formal dinner for the 
distinguished visitor. Some of the din- 
ners in which the former Milwaukee 
secretary finds herself involved would 
offer challenge to the nation’s most 
celebrated party-giver, Former Ambas- 
sador to Luxemburg, Perle Mesta of 
Washington and New York. 


The Air Training Command has 
been host at Randolph AFB to distin- 
guished visitors from, to name only a 
few, China, Colombia, Denmark, Eng- 
land, Germany, Greece, Austria, Can- 
ada, Italy, Turkey and Iraq. They have 
visited ATC to familiarize themselves 
with training methods used in the 
United States Air Force. The Air Train- 
ing Command, which operates more 
than thirty bases throughout the nation, 
recruits and trains all officers and en- 
listed personnel for the entire air force. 


Menu-planning is part of the proto- 
col business, and it is not always easy. 
Race and religion enter the picture 
whenever the distinguished visitor is a 
Moslem, and sometimes whether he is 
Protestant or Catholic makes a differ- 
ence. Take the case of a visit made 
recently by Colonel Mohammed EI- 
Ajeili Abdul Hag, commandant of the 
Royal Iraq Air Force College, and four 
other Iraq Air Force officers. 


The colonel and his brother-officers 
are moslems, so Jan and Lieutenant Sy- 
mons came up with the following din- 
ner menu: “Hearts of Lettuce with 
Roquefort Dressing, King Crab Cock- 
tail, Stuffed Boned: Hen with Wild 
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Rice, Brown New Potatoes, Asparagus 
Spears with Cheese Sauce, Bran Muf- 
fins, Rum Pie, Coffee or Tea.” 


Good, but not too unusual, you say? 
Well, if Protocol had offered the col- 
onel roast pork loin in lieu of the 
chicken there might have been an in- 
ternational incident. Moslems do not 
eat pork! Not only do they not eat 
pork as such, they want no part of any 
of a by-product of the hog. Everything 
requiring grease in cooking had to be 
prepared with vegetable oils. 


Lieutenant General Carlo Drago, 
commandant of the Air War College, 
Italian Air Force, was the Air Training 
Command’s distinguished visitor re- 
cently. Before he arrived, people in the 
Protocol Division did some research on 
his background and checked their cal- 
endars for the day of the week he would 
be at Randolph. Being Italian, there 
was a good chance that he was Catholic. 


The exhibits at convention in 
Minneapolis will be most un- 
usual and interesting. See 
new office equipment, fur- 
nishings and supplies on dis- 


e 
* 
e 
e 
e 
e 
e __ Play. Don’t miss them. 
Y 


If he were and the dinner date fell on 
a Friday, the main course on the din- 
ner menus would not include meat. 


Except that the quantity is not as 
great, Jan and others in the Protocol 
Division have almost as much trouble 
feeding distinguished foreign nationals 
as did the Quartermaster Corps in 
Korea when it was taking care of the 
dietary vagaries of the United Nations 
forces. 


But her “boss,” Lieutenant Symons, 
thinks Janet’s demonstrated ability to 
adapt herself to any job at hand and 
do it well equips her to meet success- 
fully any unusual or unexpected situa- 
tion she may encounter. Jan was gradu- 
ated at eighteen from Greendale High 
School in Wisconsin and went to work 
immediately as a well-paid secretary in 
the General Electric organization. This 
was while she was still studying as a 
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concert pianist at the Wisconsin Col- 
lege of Music at Milwaukee. 


She enlisted as a WAF in the United 
States Air Force in August, 1955. Only 
a few weeks after she completed her 
basic military training, she was secre- 
tary to Colonel Phil B. Cage, com- 
mander of the 3275th Technical Train- 
ing Group at Lackland AFB, Texas. 


When the Air Training Command 
started looking around for an attractive, 
capable WAF as a secretary in its 
Protocol Division, it selected Janet Guse 
to work at its highest echelon of the 
command. 


All but one of Jan’s varied talents, 
secretarial and otherwise, are being uti- 
lized. And Lieutenant Symons thinks 
the one that has not been used yet may 
be any day now. 


“If we ever need a concert pianist 
and there isn’t another handy, I can 
always call on Jan!” the WAF protocol 
officer points out. 


“Share a Proud Tradition,’ the Ma- 
rine Corps recruiting folder beckons. 
The United States Marine Corps main- 
tains a unique officer training program 
for college women, in order to train 
them in the responsibilities they will 
hold as Marine second lieutenants. All 
women Marine officer training takes 
place during two summer vacations 
from college, or after graduation, at the 
Marine Corps Schools, Quantico, Vir- 
ginia. Age limits are eighteen to twen- 
ty-seven. While in training, transporta- 
tion to and from Quantico, meals, quar- 
ters and uniforms are provided. Can- 
didates receive pay while in training. 

For women who want to remain at 
home and yet do something for their 
country, the Marines offer membership 
in an Organized Women’s Platoon of 
the Marine Corps Reserve. Each platoon 
is limited to a membership of fifty. 
To qualify, each candidate must be 
between eighteen and thirty-six years 
of age, without dependents, and have 
a high school education. Members te- 
ceive a full day’s pay for every two- 
hour meeting attended. They also re- 
ceive a uniform and an annual trip to 


summer camp where they spend two 
weeks at a major Marine Corps base. 


Free accredited correspondence 
courses in business or college subjects 
are available under this plan. 


Enlisted Women Marines may serve 
in twenty-six occupational fields. One 
of these is Personnel and Administra- 
tion, which includes personnel classi- 
fication, office and postal administra- 
tion, investigation and legal work. 
Women train in this field to qualify 
for and be assigned in the following 
specialist classifications: stenographer, 
administrative clerk, legal clerk, classi- 
fications clerk, postal clerk. Typical civ- 
ilian job in which comparable training, 
skills and knowledge are utilized are: 
secretary, legal secretary, employment 
interviewer, job analyst, post office 
clerk, court reporter. Administrative of- 
ficers in the Marines serve in staff 





Women executives get ahead 
in the Marines. 


assignments similar to positions held 
by Jeading women in business. 


If you are interested in further in- 
formation about any branch of the 
Armed Forces, contact your nearest re- 
cruiting office. They will be able to 
answer your questions. 

Whichever branch of the Armed 
Forces a young woman might choose, 
she could do so with the knowledge 
that she is filling an important place— 
important to her and to her country. 
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W@iSo you're coming to Minneapolis! 
And Minneapolis will open her arms 
to you, for there will be much to fill 
your every waking hour with laughter 
and gaiety. 

First of all, we want you to know us. 
That is why we are planning a com- 
prehensive sightseeing tour of Min- 
neapolis, to be held prior to Wednes- 
day, July 16 (we know you will want 
to attend all of the educational forums 
scheduled to begin on Wednesday 
morning). 

As our tour takes us from the plush 
Leamington Hotel and the famous 
Nicollet Avenue shopping district, we 
pass nearby Minneapolis Municipal Au- 
ditorium and skirt around Loring Park 
(January Secretary). Overlooking Lor- 
ing Park are the Walker Art Gallery, 
noted for its collections of Jades and 
oil paintings and the Basilica of St. 
Mary. 

We traverse Kenwood Parkway, past 
Dunwoody Industrial Institute, and 
through a beautifttt resid@htial district. 
Following ate Shidces of “Lak@of the 
Isles, Lake Calhoun and Lake Harriet, 
we arrive at the world-famous rose 
gardens. As we travel along Minnehaha 
Parkway, we pass Lake Nokomis and 
thence to Minnehaha Falls, made fa- 
mous by Longfellow in his poem, “Hia- 
watha”: 

“Where the Falls of Minnehaha 

Flash and gleam among the oak trees 

Laugh and leap into the valley.” 


A mecca for visitors from all over 
the world, here we stop a while to 
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let's see minneapolis 


At the 13th Annual NSA Convention July 16-19, 1958 
by Mrs. Jean Holzem, Minneapolis, Chairman oj Committee on 


view the park, the statue of Hiawatha 
and Minnehaha, and the nearby replica 
of Longfellow’s home. Crossing the 
Mississippi River via the Ford Bridge, 
we see the Government Dam and make 
a short stop at the Ford Motor Com- 
pany’s plant. Then we travel along the 
East Mississippi River Boulevard, past 
the Shriners’ Hospital for Crippled 
Children, to the University of Minne- 
sota, which is now the second largest 
state educational institution in the 
United States. From there we cross the 
Third Avenue Bridge, pass St. Anthony 
Falls, which was the scene of much of 
our early history, and go through the 
flour milling district. Now you have 
been introduced to Minneapolis. 


Music and excitement fill the air, for 











wks 


On the shore 


Trips, Transportation and Special Events 


it is Aquatennial time. Queens, floats, 
marching units, bands, and clowns bring 
joy to thousands of carnival visitors on 
their way to a vacation northward. As 
a special thrill, we have reserved seats 
for NSA members at the world-famed 
Aqua Follies, featuring the perfection 
of top Olympic diving stars, a crack 
water ballet, comic divers, precision 
swimming experts, and a stage show 
packed with stars—all combined to 
form a spectacular water extravaganza 
in a lovely, jewel-like setting on Theo- 
dore Wirth Lak@sChartere& buses will 


transport ysmit<gmfort g“aad from 


the hotel. 


To fill your spare moments there will 
be a canoe derby, sailing regatta, torch- 
light parade on Wednesday, July 23, a 





of beautiful Lake Calhoun, in Minneapolis. 
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dog show, concerts at beautiful Lake 
Harriet, fireworks, tennis tournament 
and water skiing. 


For indoor entertainment, the Pop 
Concerts at the St. Paul Auditorium 
feature musical productions and an ice 
show for a truly nominal charge. There 
are dramatic productions at the Old 
Log Theater on the shores of Lake Min- 
netonka, “Around the World in Eighty 
Days,” Cinerartia;and,the ApeTnstitutes. 


Not to be“6vealBoked ist Séuttidale, 
one of the finest shopping centers in 
the country—noted for its unusual 
architecture and statuary and for its 
Garden Court—at the southwest corner 
of the city. 


Lake Minnetonka, celebrated in such 
songs as “From the Land of Sky Blue 
Waters” and “By the Waters of Minne- 
tonka,” lies twelve miles west of Minne- 
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Minnehaha Falls, made famous by Longfellow in Hiawatha. 
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apolis; it has a deeply indented shore- 
line ninety-seven miles long. The 
Steamer “Tonka Bell” plies the waters of 
this huge lake with its many small is- 
lands, and will serve as another attrac- 
tion for those who come early and 
stay late. 





Those who plan to remain a few 
days after the Convention may enjoy 
dramatic productions by our world-re- 
nowned University Theatre on the Mis- 
sissippi River “Showboat.” This genu- 
ine, old, paddle-wheel showboat has re- 
cently been acquired as part of the 1958 
Minnesota Centennial, for the state is 
this year celebrating its 100th birthday. 
Many of the commemorative events will 
take place while our conventioners are 
in town. We could go on and on. 


Greyhound Lines and the American 
Automobile Association will cooperate 


with -Minggapolis poe Chapter in 
planning both pre-Conyention and post- 
convei ti deearion’@ MSnesota We 
hope you can spend at least a few extra 
days in Minnesota. Soon we will give 
you more detailed descriptions of our 
northern Minnesota fishing resorts, 
lodges, our beautiful scenery on the 
North Shore of Lake Superior, and of 
where you may see the mighty Mis- 
sissippi at its mouth and step across it. 
If you would like to have us help you 
make your plans, let us know . . . ad- 
vance reservations must be made at the 
resorts, and we will be glad to help 
you. 

We welcome you to the land of in- 


comparable natural resources, beautiful 
lakes, and friendly, industrious and hos- 


pitable people—a wonderful city in 
which to live, work, play and visit— 
Minneapolis, the gateway to Minne- 
sota’s ten thousand lakes. 








within NSA 


Wi Playing a vital role in the civil de- 
fense program of the state of New 
York are seventeen secretaries of the 
Syracuse Chapter (New York). These 
women staff the important Syracuse 
message center, clearing house for com- 
munications during a defense alert or 
in case of enemy attack. 


Through this center all directives for 
disaster relief work or orders from the 
State Civil Defense Commission are 
channeled, enabling Civil Defense heads 
throughout the entire seven-county, 
mid-New York State area to be aware 
of conditions under their jurisdiction, 
and to obtain needed assistance from 
any available quarter. 


Until the past summer, this vital 
message center was practically non-ex- 
istent. Then during a national alert the 
NSA members took over and, becoming 
interested in the project, were retained 
as a permanent staff. “We're all en- 
thusiastic about the work,” says Frances 
Austin, chapter president, “and there 
is still so much to learn and to do 
that it never becomes tedious.” 


The women are learning every job 
necessary to run the center, including 
logging, routing, and assigning priority 
to messages. There is also telephoning, 
teletyping, sorting, and filing work. The 
group has been able to make many 
valuable suggestions for improving the 
efficiency of operations and procedures. 


During an alert or in a state of 
emergency is when the message center 
becomes a beehive of activity. Tele- 
phones ring incessantly. Teletype and 
radio messages pour in requesting any- 
thing from food supplies to a chaplain. 
All messages are promptly logged, and 
priority determined before relaying to 
the proper departments. Should a real 
emergency strike, it is likely that this 
center will be the only available means 
of communication, most of the messages 
coming through special magneto-con- 
trolled telephone lines which run under- 
ground and operate independently of 
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regular telephone company installations. 

The women’s training program is 
conducted by Edwin P. Holt, state sur- 
vival planning project officer, with the 
assistance of Michael J. Marinelli, dep- 
uty county director, and Robert Wild- 
ridge, public information officer for 





the County Civil Defense Headquarters. 

Without this center, it is probable 
that no relief program could be carried 
out effectively. If disaster should strike, 
these seventeen secretaries who staff the 
center will provide the key to the sur- 
vival of the entire community. 








rs. Joan Farrar of Syracuse Chapter (New York) is fingerprinted as the first step in being 


Bis as a civil defense volunteer at the Syracuse Message Center. 





re i 





Here are thirteen of the seventeen keys to the safety of mid-New York State. Volunteer 
members of the Syracuse Chapter attend an indoctrination meeting at Syracuse Civil Defense 
Headquarters. Seated are, left to right: Lilliam Creamer, Mrs. Alice Church, Mrs. Aletha 
Dillon, Mrs. Frances Austin, Rita Cordon, Mrs. Bette Greenwood, and Mrs. Laura DeMain. 
Standing are: Alice Kemz, Barbara Filtch, Kay Henley, Mrs. Joan Farrar, Mrs. Marian 
Anderson, and Mildred Barr. Other Syracuse volunteers not in the photograph are Jane 
Klausman, Betty Lane, Ann Schneid, and Nora Schuler. 
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(Above) Miss Pauline Lokey, Potter County (Above) Members of Mount Rushmore Chapter, Rapid City, South Dakota, addressed, 


Home Demonstration Agent, was named stuffed and mailed 10,000 envelopes within a four-day period for the March of Dimes Cam- 
“Boss of the Year” by Palo Duro Chapter, paign. Shown on the front row are: Louisa Rose (standing), Ruth Davis, Connie Carstens 
Amarillo, Texas. Her secretary, Mrs. Kate and Rosalie Carlin. In back are: Helen Nimmo, Clara Graham, Yvonne Menard, Ruth 


Lock, is shown crowning her. Hopkins, Mildred Lux and Doris Horton. 


(Right) Savannah Chapter (Georgia) has taken on the sponsorship 
of the Secretary-Ettes, a group of secretarial science students at local 
Armstrong College. Planning the organization are, standing, Mrs. 
Leuveda Campbell, advisor from Savannah Chapter; Mary Sutton of 
the Armstrong faculty; Anna Groover; Marie Collins. Seated are 
Ann Beasley, president of the new group; Mrs. Nancy Summers, 
advisor from Armstrong College. 


(Right) Oneida Chapter (New York) honors its Boss of the Year. 
Harold Tyler, assemblyman from the Sixth Judicial District of the 
State of New York, wears newly-acquired crown as he accepts 
plaque from his secretary, Mrs. Betty Perkins. Looking on rem- 
iniscently are Howard Chapman, past Boss of the Year, and his 
secretary, Mrs. Min Wixson. 
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(Left) Pikes Peak Chapter, Colorado Springs, Colorado, 
presented its first Honorary Membership Certificate to 
Floyd A. Doty, president and manager of Blair Business 
College. Shown are: Colorado-Wyoming Division Presi- 
dent Mildred Walden; Mrs. Hattie Routt, chairman, 
membership committee; Floyd A. Doty; and Chapter 
President Mrs. LaDean Belt. 
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Delancey Street, U. S. A. 


(Continued from Page 8) 


time at all, there he was again. But 
the manager of our “Delancey Street” 
store still said no. Prices were further 
slashed to ten cents for anything in 
the store, and customers continued to 
favor us. 

We are still chuckling over some of 
the interesting sidelights. Anne to cus- 
tomer, “Here’s a nice hat. I know be- 
cause it cost me thirty dollars.” Cus- 
tomer, after careful examination, “Yes, 
nice. I'll give you ten cents for it.” 
Again, saleslady, showing customer some 
curtains, “Look, these are a real bargain 
at twenty-five cents a pair—no holes.” 
But, in holding up one to prove her 
point, the curtain displayed a large hole 
right down the middle! And it was 
during the first peak rush that another 
customer demanded the curtains be 
measured to make sure they would fit 
her windows. 

Customer, “I'll give you twenty-five 
cents for that coat in the window.” 
Anne, “Wait! That’s not for sale, it’s 
my coat.” Another customer, spying one 
of the committee using an old mayon- 
naise jar for an ashtray, “Is that for 
sale?” Some men’s shirts were sold to 
a woman as blouses for herself. She 
bought six. And what would you have 
done if one determined customer held 
the skirt of a suit and another the 
jacket? 

To go from the ridiculous to the 
touching, would you not have found 
pleasure in helping an elderly woman 
wisely spend her few pennies for a 
warm winter coat, a “best” dress, and 
some still-gay house coats and aprons? 


So it went—and all too soon our 
“Delancey Street” store was no more 
until, perhaps, another year. When we 
made our last tally and counted the 
coins and bills, lo and behold, it added 
up to a final grand total of $152.71— 
all clear profit. 


Those who worked at the store en- 
joyed it immensely, and the question 
and appeal of all was, “How about 
another rummage sale—soon? 
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(Furnished by International Education Committee) 


business law 


1. All of the following are disadvan- 
tages of the partnership form of 
business organization. Which one is 
considered the main disadvantage? 


(a) The life of the partnership is 
uncertain in that it may be dis- 
solved by the death of a partner. 


(b 


~~ 


Unlimited liability, each partner 
being liable for the total debts 
of the partnership. 


(c) A partner may not sell his in- 
terest without the approval or 
consent of the other partners. 


(d) Partners, as a rule, have equal 
voice in the management of the 
partnership rather than in ac- 
cordance with funds invested. 


2. All of the following are advantages 
of the corporate form of business or- 
ganization. Which one is considered 
the main advantage? 


(a) The stockholder may sell his 
stock to anyone to whom he de- 
sires without obtaining approval 
or consent of the other stock- 
holders. 


(b) A corporation may raise capital 
by selling stock to many buyers. 


(c) Limited liability, each stock- 
holder being liable only for the 
amount of his investment. 


(d 


~~ 


Immortality. A corporation is 
not dissolved by the death of a 
stockholder. 


3. A contract must have: 
(a) Competent parties; 
(b) Valid subject matter; 
(c) Legal consideration; 
(d) All of these. 


4. A contract may be: 
(a) Expressed; 
(b) Implied; 

(c) Constructive; 


(d) Any one of these. 


5. An offer must: 
(a) Be definite; 
(b) Be Communicated; 


(c) Express intention of creating a 
legal obligation; 


(d) Be all of these. 


6. An acceptance may be given only to: 
(a) A third party; 


(b) The person or persons to whom 
the offer was made; 


(c) Anyone interested in the offer; 
(d) A friend. 


7. The Statute which specifies that sev- 
eral kinds of contracts must be in 
writing is called: 


(a) Statute of Frauds; 
(b) Statute of Limitations; 
(c) National Labor Relations Act; 


(d) Statute of Contracts. 
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Mi When I was asked to talk with you, 
I was immediately pleased with the 
thought of meeting with you today. 
Then, when I was asked to tell you 
how to be better than you are, I was 
considerably sobered. At your level it 
is getting increasingly tougher for me 
to tell you how to be better than you 
are, when you are approaching and 
reaching your goal of being Certified 
Professional Secretaries. I do not want 
to just tell you how to be better than 
you are, though, I'd like to help you to 
be better tomorrow than you are today. 
And this is a far greater task because 
it involves your willingness to under- 
take a little different way of life in 
some respects. 


Now, we can talk about many paths 
of improvement. We could review some 
of the important courses offered by 
schools and universities, but the things 
I want to discuss today, are not those 
generally learned in formal schooling. 
The things I want to talk about with 
you are the things that have to do with 
your personality and not so much with 
school or book learning. Let us take a 
closer look at the real “YOU” in you, 
and help it grow. For as your person- 
ality blooms, so blooms your effective- 
ness with people, which is certainly our 
greatest need today. 


You have observed, and may work 
for, the work-minded kind of execu- 
tive whose greatest liability is that he 
cannot get to first base with people. 
As far as technical skills and knowledge 
go, he has everything on the ball, but 
with people he just does not get re- 
sults. That is the cause of nine-tenths 
of the executive failures of today, as 
well as many of the organizational 
breakdowns we experience in industry. 
More than anyone else in the organiza- 
tion, you are in a position to observe 
this. 


And, more than anyone else in the 
organization, you are in a position to 
help . . . to help yourself, and to help 
the person for whom you work. Be- 
cause, so often you are a buffer between 
him and employees in the company, or 
between him and customers, or between 
him and suppliers, or any other persons 
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he contacts. At your level in secretarial 
work, you can do many many things to 
help him with the people side of his 
business. To do that effectively, you 
have to develop your own personality 
in ways that will release your full power 
to build good human relations. So I 
would like to discuss today, ten good 
guides for the development of your 
personality. First . . . 


Learn to Think for Yourselves 

I like to recall the lady of the house 
who had a great deal of education. She 
had bought a new can opener... 
rather a complex type of a mechanism. 
She could not figure out how to put it 
on the wall, and her maid was standing 
there watching her . . . trying to be 
helpful. Finally, the lady of the house 
decided she would go get her glasses, 
so she could read the instructions in 
detail. When she got back with her 
glasses, the can opener was already in- 
stalled. She asked her maid, “My good- 
ness, how did you do that?” Her maid 
answered, “You know madam, when 
you can’t read you have to think.” 
Thinking for yourself involves a num- 
ber of aspects. The increased ability to 
solve problems as they arise makes an 
unusual and valuable person out of 
you. The women in our office who go 
about their work in a routine unthink- 
ing way, making careless mistakes be- 
cause they are not even thinking about 
what they are doing, are liabilities. 
They never ask themselves, “What's 
really going on here . . . does this 
letter make sense to me?” If it does not, 
most bosses would be mighty appre- 
ciative of your popping in and saying 
“Boss, did you really mean this, or 
did I make a mistake, perhaps?” 


In everyday life, do more thinking 
for yourself. Refuse to adopt some of 
those readymade opinions, someone else 
is always ready to shove off on you. 
Read your newspaper a little more crit- 
ically. Especially the editorials and the 
columnists and even the news columns, 
which have concealed editorials when 
they are written to express the view- 
point of the newspaper rather than un- 
slanted facts. Then you can really begin 
to think for yourself and the real 
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“YOU” begins to come out. When you 
recognize all these communications 
coming in to you, not only from news- 
papers but from other people, are 
largely expressing other peoples’ opin- 
ions and their value judgments, you 
will realize the facts they give you 
have been preselected to present their 
way of thinking. Then you will begin 
to look behind the information you get 
and to think for yourself. 


Some writers are highly adept at re- 
porting facts to back up their personal 
opinions, others try to find some mean- 
ing out of all kinds of facts as they 
take place. And you should be sensitive 
to yourself in this respect. Do you look 
for facts that back up your conclusions, 
or are you the kind who tries to find 
conclusions from a great many facts? 
The first person is the kind who gains 
acceptance only from his own kind .. . 
those who agree with him. The latter 
has wide acceptance from all kinds of 
folk who humbly are trying to find 
some meaning from life as it unfolds 
about them. Let your mind reach out, 
unprejudiced and unhampered by small 
minds and small people, and others will 
begin to look to you for leadership. 


Be More Creative 

Let the “creative YOU” in you shine 
through, and people are going to be 
quick to seek your ideas and your think- 
ing. Creative thinking is an art, but it 
has certain techniques that can be 
learned. Actually, there are university 
courses on the art of creative thinking. 
Quit being content with doing your job 
the same old way year in and year out. 
One of the biggest causes of business 
failures, or at least of business begin- 
ning to run down and to lose ground, 
is that they no longer create new ideas. 
They begin to stagnate. They, and the 
executives in them, try to do the job 
the same way it was done last year, 
but with fewer mistakes. In so doing, 
they fail to find new ways to grow, and 
the individual personality and the com- 
pany both suffer. When you start think- 
ing that way .. . when you try to do 
as you did last year, only make fewer 
mistakes . . . then you are growing old 
mentally, regardless of your age. 


Now you may say it is up to the 
person who heads the department to 
get new ideas and to think creatively 

. that is what he is being paid for. 
If you feel this way, you are not on 
the level I think you are. It is up to 
you to think up those new ideas and 
to find new and better ways to do the 
old things that seem so routine, so 
repetitive, and get so disgustingly bor- 
ing. Yes, they may be all that, but you 
can do a great deal about it. 

Our whole education organization 

. the public schools and many of 
the private schools . . . are dedicated 
to teaching the methods of today and 
yesterday. They are trying to teach how 
things are done today or how they were 
done yesterday, instead of bringing 
about a new insight in how we as in- 
dividuals can be creative . . . how each 
child can grow and flourish and be a 
bigger and more effective person. We 
have all come through this system. In 
some of the progressive schools today, 
you will find there is increasing em- 
phasis on critical thinking. But even 
the most progressive schools are doing 
very little about helping youngsters 
think creatively. So, our educational sys- 
tem may be ruining some of our future 
leaders. ; 

You are the only one who can help 
yourself in this respect at this time. . . 
only you can rectify some of the de- 
ficiencies of your early training. The 
point is . . . there is something you 
can do about it. In addition to courses 
on creative thinking, there are some 
excellent, practical books on the subject. 


Step Up Your Empathy 

You can be better tomorrow if you 
step up your empathy. If you can be 
more sensitive to other people’s feel- 
ings as you work with them each day, 
you have taken the first step to better 
human relations. You need to “see” 
things the way other people see them. 
You have to develop your ability to 
feel with others the emotions they are 
feeling. Psychologists call this your abil- 
ity to “empathize” with others. Jesus 
of Nazareth is our finest example of a 
person with this ability, for He could 
walk in the footsteps of another and see 
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the situation and the problems of an 
individual just as that person felt them. 
He could emphatically and immediately 
feel what the other person felt. And you 
can improve your empathic ability too 
if you will practice. Try to see some 
of your boss’s problems through his eyes, 
not through yours, or an outsider’s or 
a customer’s, or another employee’s, but 
through Ais eyes. Try to understand his 
feelings . . . the feelings he has about 
situations which arise, and try to feel 
with him what he is feeling. This goes 
far beyond the old notion of “sympa- 
thize,” because here you really have a 
feel of the other person’s emotions and 
what is going on inside of him. You 
will gain a great understanding of 
others if you will only try and keep 
trying. As your understanding of others 
deepens, you will find yourself able to 
help them out in many a wiser way. 


Use Love As Your Chief Emotion 

Fourth, begin to use love as your 
chief emotional response to problems. 
We have learned a lot about how peo- 
ple handle their problems and their 
conflicts. As we counsel with people, 
we begin to get a startlingly clear pat- 
tern of three major ways to approach 
life, and our problems in life . . . as 
far as the emotions are concerned. First, 
there is the emotion of fear. Some use 
fear as a reaction to almost every major 
experience in life. As a result, they are 
twisted, mentally unhealthy, neurotic 
and perhaps even psychotic. The second 
chief emotion with which you can react 
is hate and anger. Many people react 
characteristically to their problems, to 
the conflicts within themselves, with 
hate. And, actually, fear may often turn 
to hate, as in the case of racially preju- 
diced people. Thirdly, there is the emo- 
tion of love in its many forms which 
includes “helpfulness” and even “work” 
that is of a constructive nature. As psy- 
chologists work with projective picture 
tests on children and adults, they score 
those tests in terms of what the person 
sees in these pictures. And one of the 
scoring systems used is in those three 
emotional categories . . . love, hate and 
fear. It is surprising how often the 
mentally unhealthy person reacts with 
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fear and anger rather than with love. 
When you respond with fear and hate, 
you are destroying a part of your full 
potential. You are destroying a vital 
part of your personality each time you 
submit yourself to fearing or hating. 
But love is constructive and gets things 
done. 


Seek to Grow Spiritually 


Attend to your spiritual growth daily. 
Find a faith to live by, and then live 
it to the best of your ability. Faith in 
God, faith in a power greater than your 
own, gives you some tremendous re- 
sources for meeting life . . . today and 
everlastingly. A diamond is something 
of value, but its true beauty does not 
come from itself alone. When a jeweler 
shows you a diamond, what does he do 
with it? He puts it under a strong 
light, and under that strong light, its 
true beauty emerges from a thousand 
facets. He puts it on black velvet for 
contrast. People are like that too. When 
they reflect light from above, they stand 
out in a vital contrast to the gloom 
and darkness about them. How do you 
grow spiritually? Well, I think you can 
do that by rendering spiritual service 
in the church of your faith or in some 
field where you feel you can serve 
others. 


Recognize Your Assets 


You must recognize your assets be- 
fore you can accept and live with your 
liabilities. Everyone has strong points. 
Everyone has some limitations. But a 
perfectionist is the most unhappy per- 
son in the world. He is a most unhappy 
person, because he can not make the 
most of his strengths, because he is 
constantly beset with worries about his 
weaknesses. We all have them, and we 
all have to learn to live with them... 
even as we try to improve our worst 
faults. Of course, some faults, you can 
not live with too long either . . . like 
the faults of a man who was trying to 
prove that if the plural of mouse is 
mice, then the plural of spouse is spice. 
He ended up in a hospital. Someone 
who did not know the situation asked 
his wife what it was that caused him 
to go. She said “Well, it was his knee. 


I found a strange woman on it.” Some 
faults require strong medicine. 


Inspire Gratitude 

Try to give each person you meet a 
reason to feel gratitude to you. Hans 
Selye, a famous doctor who discovered 
a great deal about the nature of stress 
and its effect on the human organisms, 
wrote a lengthy book called the “Stress 
of Life.” About four-fifths of it is taken 
up with a detailed history of how some 
twenty-five years ago he began looking 
at one of the symptoms occurring in 
some patients. He could not understand 
why in certain cases of shock there were 
three certain symptoms that always 
seemed to go together. He finally 
worked out a comprehensive theory of 
stress revealing that stress of amy kind 
causes these typical reactions. Along 
with his medical research, though, he 
has come to some philosophical con- 
clusions. In the last section of his book, 
he tries to express in a few words a 
guide for conduct that would help the 
personality avoid stress and at the same 
time give a worthwhile direction to 
life. His whole book—all of his dis- 
coveries—focus down on this simple 
rule of living—try to incite gratitude 
in others and you will avoid stress in 
your own life and in your relations with 
others. Try to give everyone with whom 
you come in contact some reason to 
feel gratitude to you. If you have to, 
visualize a sign—a blinking neon sign 
if necessary, over their heads that reads 
“Make me feel grateful to you today.” 
If you can see that sign on everyone 
you meet, and if you can do something 
about it, then you are going to be re- 
ducing stress in your own life and in 
your relations with others. 


Listen 

This is the simplest one of all and 
perhaps the hardest to carry out. Quit 
talking so much and begin to listen. 
Do you realize how few good listeners 
there are in the world today? And by 
the way, how do you listen? Do you 
listen like the lady who was telling 
her husband about a friend of hers who 
was so rude she said, “As I talked to 
her, she interrupted me about ten to 
fifteen times. Terribly rude person.” 
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The husband replied, “Well Agnes, 
maybe she wasn’t trying to interrupt, 
maybe she was just yawning.” Well, 
how about it? Do you yawn when 
people begin to talk to you . . . either 
actually or in a concealed way? Can 
people sense there is some boredom 
on your part? That is not very good 
listening. You may protest and tell me 
you do listen. But how do you listen? 
Do you listen with hands on hips as 
if you dared the other person to tell 
you something you had not heard be- 
fore? Some people listen that way. 


Doesn’t that take all the edge off 
of what the other person wants to tell 
you? So resist the temptation, and hear 
her story out. Do not try to tell her 
about yours. When Gladys tries to tell 
you about the time she was sick, it is a 
temptation to tell her about your cousin 
who had the same thing twice as bad, 
and died with it. She is not interested 
in your talking about that. Listen to her. 
She wants sympathy. She wants to be 
important for the moment. Listen . . . 
it is wonderful medicine for the other 
fellow. For the guy with problems— 
listen. Have you ever experienced the 
relief of unburdening yourself of your 
anxieties just by having someone to tell 
them to? Half of psychoanalysis is hav- 
ing someone to talk to. And it is an 
important half. Just the telling makes 
you feel better. It gets it out of your 
system. It gives you a chance to get a 
new outlook on life after you unburden 
yourself . . . to get the problem in a 
newer and better perspective. It gives 
you a chance to go back and try again 
to try to work it out because someone 
has listened and sympathized and em- 
pathized with you. You will be sur- 
prised how much the other person ap- 
preciates it, and you will be surprised 
how much you learn when you begin 
to listen more. 


Be a Better Observer 

Watch exactly what the other fellow 
does in response to what you do. This 
is the only way you can learn of the 
impact of your actions on others. Have 
you ever sat back as you saw two peo- 
ple about to clash over something and 
then you have later said to your friends 
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... "I could just see it coming.” When 
you are the third person watching two 
others clash, you can very readily see 
the impact of one personality on the 
other. It is a little more difficult to 
see how what we do affects the other 
person. But if you want to improve 
your human relations and your per- 
sonality, you must begin to do this. 
Study your boss. Study your associates 
in your office. Observe how what you 
do brings forth a reaction from them 
. . . how what you do affects them. 
As you begin to sense the things you 
say and do bring about definite re- 
sponses, try to do those things that have 
desirable results. 


Ask yourself . . . what went wrong? 
Why did I clash with this person? Or 
why do another person and I always 
seem to get on opposite sides of the 
fence? Why do we have arguments and 
difficulties? If you begin to study just 
a little bit, you are going to find new 
and better ways to get better reactions 
from other people. Of course as you 
observe, you can not let your emotions 
get in your way, nor let your past ex- 
perience cloud what you observe. You 
need to be an impartial observer of 
yourself and other people. It is pretty 
hard to do because so often these ob- 
servations depend on the person who 
is seeing them, and interpretations of 
events depend on the personaltiy who 
perceives them. So as you observe, watch 
out for your past experiences and your 
emotions. 

This thing of being a better observer 
is the key to much of our human rela- 
tions training with executive groups. 
We use a case study method to help 
them become better observers, and to 
help them recognize how behavior en- 
ters into the interactions between peo- 
ple. We get them started to asking 
questions about what is really going 
on here between this person and an- 
other person. What is it one person 
does that brings about a certain re- 
action in another person? Finally, we 
get them to asking, “what is really go- 
ing on here between me and other 
people? What is there in the things 
I do and the things I say that bring 


about certain reactions?” The whole 
case study program as we use it in 
human relations training gets the man 
thinking along those channels. When 
you begin to find out those answers 
for your situation, you begin to learn 
behavior that is going to bring better 
results with other people. And in all 
relationships with other people, remem- 


Bef... ; 


Human Conduct Is Predictable 


How do I mean that? Simply this 
a friendly approach begets a 
friendly response. On the other hand 
an unfriendly approach is sure to cause 
an unfriendly reaction on the part of 
the other person. You come to the door 
and I say “Where the devil have you 
been.” What kind of a reaction does 
that get out of you? But, if you come 
to the door and I smile and I say, 
“Gee, where have you been, we've sure 
missed you,” what kind of a reaction 
is that going to bring from you? It’s 
entirely different . . . isn’t it? People 
are like mirrors. More than you realize 
they reflect your actions. If you shout, 
the other person is going to start to 
shout. If you begin to whisper, the 
other person begins to lower his voice. 
If you show hostility, he is going to 
reflect hostility. If you smile he is 
going to smile back. If you act en- 
thusiastically about something, he’s go- 
ing to be enthusiastic. If you act con- 
fidently, he is going to have confi- 
dence in you. Perhaps this last heading 
should read “Human Conduct Is Con- 
trollable,” because by and large, in many 
situations, it is controllable. But you 
have to set the pattern for the conduct 
you want to elicit from the other 
person. 


Yes, all of us can be better tomor- 
row than we are today and that is the 
wonderful thing about human beings. 
They are improvable. They can use their 
heads, their hearts and their hands to 
build a better world, to mold a better 
community, to create a better home 
life, and to make life in the office a 
richer, warmer human experience. And 
sO can you. 
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dates to remember — 


Oregon Division 


Time: March 28, 29 


Place: Multonomah Hotel, Portland, 


Oregon 


Iowa Division 


Time: April 11, 12 
Place: Davenport, Iowa 


Utah-Idaho Division 


Time: May 10, 11 
Place: Ben Lomond Hotel, Ogden, 
Utah 


Minnesota Division 


Time: May 9, 10, 11 
Place: Lowry Hotel, St. Paul, Min- 
nesota 


Colorado-Wyoming Division 


Time: May 16, 17 
Place: Grand Junction, Colorado 


Nebraska-South Dakota Division 


Time: May 23, 24 
Place: Sheraton-Fontenelle Hotel, 
Omaha, Nebraska’ 


Washington Division 


Time: May 23, 24 
Place: Spokane, Washington 


Mississippi Division 
Time: March 22, 23 
Place: Meridian, Mississippi 


Georgia Division 


Time: April 11, 12, 13 
Place: Rome, Georgia 


Delaware-Maryland-District of 
Columbia Division 
Time: May 16, 17, 18 
Place: Mayflower Hotel, Washing- 
ton, D. C. 
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Tennessee Division 
Time: May 16, 17, 18 
Place: Nashville, Tennessee 


West Virginia Division 
Time: May 16, 17, 18 
Place: Bluefield, West Virginia 


Virginia Division 
Time: May 23, 24, 25 
Place: Richmond, Virginia 


Alabama Division 
Time: June 6, 7, 8 
Place: Decatur, Alabama 


Carolinas Division 
Time: June 6, 7, 8 
Place: Greensboro, North Carolina 


Florida Division 


Time: June 13, 14, 15 
Place: Clearwater, Florida 


Canadian Division Meeting 


Time: April 25, 26, 27 


Place: Sheraton-Brock Hotel, Niagara 


Falls, Ontario, Canada 


New Jersey Division Meeting 


Time: May 10 
Place: Elk’s Club, Hackensack, 
New Jersey 


New England Meeting 


Time: May 16, 17, 18 
Place: Eastland Hotel, Portland, 
Maine 


New York State Division Meeting 


Time: May 23, 24, 25 
Place: The Waldorf-Astoria, New 
York, New York 


Pennsylvania Division Meeting 
Time: June 6, 7, 8 


Place: Penn-Harris Hotel, Harrisburg, 
Pennsylvania 


Illinois Division Meeting 


Time: April 25, 26, 27 


Place: Edgewater Beach Hotel, 
Evanston, Illinois 


Indiana Division Meeting 


Time: April 11, 12, 13 
Place: Kokomo, Indiana 


Michigan Division Meeting 


Time: May 17, 18 
Place: Dearborn Inn, Dearborn, 
Michigan 


Ohio Division Meeting 


Time: May 23, 24, 25 
Place: Columbus, Ohio 


Wisconsin Division Meeting 


Time: May 2, 3, 4 
Place: Green Bay, Wisconsin 








answers 


to CPS Quickie Quiz 


on Page 24 
i. (b) 5. (d) 
2. (c) 6. (b) 
3. (d) 2 ee 
4. (d) 
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a special salute to OEMI members! 


Here are the names of members of the Office Equipment Manufacturers 
Institute, those good friends of NSA who co-sponsor Secretaries Week. 


Acme Visible Records, Inc. 
Crozet, Virginia 

Visible Records Systems and Equipment: Ac- 
tivisible—Cardpacks; Cabinets — Acme— 
Hinge and Bar Pocket; Card Equipment— 
Acme Steel Hinge Suspension; Card Books— 
Card Frames; Control Panel—Tubular Sched- 
uling Board; Flexoline Equipment—Desk 
Stands, Rotaries, Insite Index: Multiliner 
Equipment; Photo Panel Equipment—for 
Photo Reproduction; Planning Panels— 
Pocket Scheduling Board; Pocket Equipment 
—Steel Hinge and Bar; Printing—Stock and 
Special Card Form Printing—Custom Built 
Sets; Rotaries—Manual and Motorized—Sin- 
gle and Multitier; Stands—All types—Tubu- 
lar and Closed Side Construction; Super- 
Visible Equipment—Card Carrier Units: 
Veri-Visible Equipment—Vertical Card Filing 


Addressograph-Multigraph Corporation 

1200 Babbitt Road 

Cleveland 17, Ohio 
ADDRESSOGRAPH DIVISION: Address- 
ing, Name, Data, Description and Figure 
Writing, Accounting, Imprinting, Credit & 
Identifying Cards and Imprinters, Letter- 
Writing and Identifying Machines; Supplies 
and Accessories. 


ELECTRONICS: Electronic Facsimile Print- 
ers, Punched-card-to Magnetic Tape Convert- 
ers; Magnetic Tape Electronic Printers; Trans- 
fer Printers. Devices for: Scanning Imaged 
Cards and Transcribing to Business Forms; 
Sensing Punched Cards and Recording to 
Magnetic Tape; Reading Magnetic Tape and 
Printing to Business Forms; Feeding Master 
Prepared in Continuous Form Printers and 
Transfer Printing to Unit Forms 
MULTIGRAPH DIVISION: Duplicating 
Machines: Offset Process Models for Sys- 
tems, Office Duplicating, Form and Promo- 
tional Work; Relief Process Models for 
Letter-Writing, Imprinting, and Identifying. 
Certified Supplies. Accessory Equipment: 
Cameras, Collators, Paper Cutter and Trim- 
mer, and Bindery Equipment for All Paper 
Handling. 
Subsidiaries 

Vari-Typer Corporation 

720 Frelinghuysen Avenue 

Newark 12, New Jersey 
Vari-Typer Office Composing Machines, 
Headliner Photo Composing Machines, Foto- 
List System of Photo Composition 


Buckeye Ribbon & Carbon Co. 
7209 St. Clair Avenue 
Cleveland 3, Ohio 

Carbon Papers and Ribbons 


R. C. Allen Business Machines, Inc. 

678 Front Avenue, N. W. 

Grand Rapids 4, Michigan 
Adding Machines, Cash Registers, Bookkeep- 
ing Machines and Typewriters 


American Photocopy Equipment Company 

1920 West Peterson Avenue 

Chicago 26, Illinois 
Apeco Auto-Stat—Compact Desk Type Of- 
fice Photocopy Unit Employing the Transfer 
Diffusion Process; Apeco Bindak—Plastic 
Binding Equipment—Office Units for Plas- 
tic Binding of Reports, Booklets, Presenta- 
tions, etc.; Apeco Ply-On Laminator—Office 
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Unit for Laminating Clear Plastic to Paper 
for Protection, Durability and Appearance 
of Office Papers and Documents 


Art Metal Construction Company 

Jamestown, New York 
Metal Filing Equipment, Metal Desks, Alu- 
minum Office Chairs, Metal Shelving, Li- 
brary Equipment, Built-to-Order Bank and 
Courthouse Equipment, Visible Record 
Equipment, Filing Systems and Supplies 


Browne-Morse Company 

Muskegon, Michigan 
Steel Office Furniture—Aluminum Chairs— 
Filing Supplies—Laboratory Equipment— 
Hospital Case Work—Fume Hoods 


Charles Bruning Company, Inc. 

1800 West Central Road 

Mt. Prospect, Illinois 
Copying Machines, Sensitized Paper, Cloth 
and Film, Erasing Machines, Vacuum Frames 


Burroughs Corporation 
Detroit 32, Michigan 

Adding, Accounting, Billing, Calculating 
Machines, Standard and Custom designed 
Checks and related forms for accounts pay- 
able, receivable, and payroll; Checkwriters, 
Check Signers, Check Disbursers; Insured 
Payroll Systems; Carbon and other Copy Pa- 
pers boxed, rolls and reams; Cash Registers; 
Electronic Digital Computers and Comput- 
ing Systems; Electronic Pulse Control Units; 
Electronic High Speed Punched Card Tabu- 
lating, Printing and Accounting Equipment; 
Machine Ribbons, cloth and paper inked; 
Statement Forms, Deposit Tickets and re- 
lated items; Ticket Issuing Machines; Vali- 
dating and Receipting Machines; Supplies 
for Business Machines; ‘“Write-it- Once” Ac- 
counting Systems; Off- -premise Bank Check 
Imprinting Service and On-premise Check 
Imprinting Equipment; Printed and Litho- 
graphed Banking Forms 


Charleston Chair Company 

Stark Industrial Park 

Charleston, South Carolina 
Executive, General Office, and Stenographer 
Posture Chairs for Offices. Also Telephone 
Operator Chairs 


Clary Corporation 

408 Junipero Street 

San Gabriel, California 
Electric and hand adding machines, Elec- 
trically and hand operated cash registers, 
Read-in and Read-out mechanisms, Electronic 
data handling devices 


Columbia Ribbon & Carbon Mfg. Co., Inc. 
Glen Cove, New York 

Portable Gelatine Roll Duplicator and Sup- 
plies, Direct Process Carbons and Fluids, 
Hand Cleaner, All Types of Inked Ribbons, 
Carbon Papers, regular, duplicating and one 
time, Sensitized and Direct Image Offset 
Paper Plates and Supplies, Printed Dupli- 
cating Masters, continuous and snap-out 


Columbia Steel Equipment Company 

Fort Washington, Pennsylvania 
Steel Office Furniture: Filing Cabinets; Co- 
lumbia, Apex. Desks; Columbia, Custom 
Aire. Chairs; Executive, General Office and 
Stenographer Posture Chairs 


Commercial Controls Corporation 
(See Friden, Inc.) 


Comptometer Corporation 

1735 North Paulina Street 

Chicago 22, Illinois 
Comptometer Adding-Calculating Machine; 
Comptometer Dictation Machine; Compto- 
graph 10-key Calculating-Adding Machine; 
ComptoTape Data Preparation Machine 


Corry-Jamestown Mfg. Corp. 

Corry, Pennsylvania 
Filing Cabinets, Desks, Modular Groups, Ta- 
bles, Plan Files, Counters, Custom-built Cab- 
inets and Accessories for Special Accounts 
(Trade name “Steel-Age”’ ) 


Cummins-Chicago Corp. 

4740 N. Ravenswood Avenue 

Chicago 40, Illinois 
Perforating machines, endorsing machines, 
signing machines, coin machines, and ma- 
chines for reconditioning punched cards 


Davidson Corporation 

29 Ryerson Street 

Brooklyn 5, New York 
Davidson Dual-Lith Offset Equipment and 
Supplies 


A. B. Dick Company 
5700 West Touhy Avenue 
Chicago 31, Illinois 
Duplicating Machines and Supplies 


Dictaphone Corporation 

420 Lexington Avenue 

New York 17, New York 
Dictating Machines and Recording Equip- 
ment 


Diebold, Incorporated 
Canton 2, Ohio 

Rotary and Motorized Filing Equipment, 
Visible Record Binders, V-Line Posting 
Trays, Cycle Billing Desks and Trays, Tradex 
Vertical Visible Equipment, Blank and 
Printed Forms, Guides, Steel Storage Files, 
Shelving, Lockers and Microfilming Equip- 
ment, Cash and Record Protection Equipment 


Ditto, Incorporated 

6800 North McCormick Road 

Chicago 45, Illinois 
Duplicating Machines and Supplies; Printed 
Business Forms 


Voicewriter Division 
Thomas A. Edison Industries of 
McGraw-Edison Company 
51 Lakeside Avenue 
West Orange, New Jersey 
Edison Voicewriter, Edison Televoice System, 
Dictating Instruments and Accessories 


Friden, Inc. 
San Leandro, California 

Automatic Calculating Machines, Adding 
Machines, Computing Typewriters, Data 
Processing Equipment (Add-Punch), Tape 
Punching Equipment, Tape Reading Equip- 
ment, Tape Reading Equipment, Flexowriters 
(automatic writing machine), Justowriters, 
Mail Room Equipment, Ticketograph—for 
imprinting coupon tickets for pay and pro- 
duction control, Mather Coupon Tickets— 
for pay and production control systems 


General Fireproofing Company, The 
Youngstown 1, Ohio 

Filing Cabinets, Desks, Tables, Shelving, 

Aluminum Chairs; Institutional Bank and 

Laboratory Equipment 
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Globe-Wernicke Co., The 

Carthage Avenue—Norwood 

Cincinnati 12, Ohio 
Steel Filing Cabinets, Desks, Credenzas, Ta- 
bles, Visible Record Equipment, Filing Sup- 
plies and Systems, Stationers Goods and Of- 
tice Accessories, Storage Cabinets and Ward- 
robes, Cello Clip Map and Plan File, Steel 
Shelving, Special Steel Equipment, Steel Li- 
brary Equipment, Steel TECHNIPLAN 
Equipment 
Gray Manufacturing Company, The 

Hartford 1, Connecticut 
Dictation Equipment: Gray Audograph 
Electronic Soundwriter; Gray Phon-Audo- 
graph Electronic Central Recording System, 
Telephone Answering Set (For Western 
Electric, distributed by Bell System com- 
panies). High-Fidelity Products: Amplifiers; 
Pre-ampliiiers; Tone Arms; Turntables 
Haloid Company, The 

Rochester 3, New York 
XeroX Xerographic Equipment and Supplies 
Hamilton Manufacturing Corporation 

Columbus, Indiana 
Office Chairs—Secretarial, Executive, Side, 
Industrial. Reception Furniture—Chairs, Set- 
tees, Sofas, Tables 
Harter Corporation 

Sturg:s, Michigan 
Steel Office Chairs, Steel Posture Office 
Chairs, Typewriter Stands, Special Business 
Machine Stands 
International Business Machines Corporation 

590 Madison Avenue 

New York 22, New York 
Electronic Data Processing Machines, Elec- 
tronic and Electric Punched Card Account- 
ing Machines and Supplies; Test Scoring 
Machines, Service Bureau Facilities, Proof 
Machines; Electric Typewriters and Supplies; 
Electronic and Electric Time Systems, Time 
Records, Clock and Program Signaling Sys- 
tems, Electronic Utilities Control Systems 
and Supplies; Special Engineering Products 
and Military Products 
Invincible Metal Furniture Company 

Manitowoc, Wisconsin 
Steel Filing Cabinets, Desks, Cupboards, and 
Counters and Auxiliary Steel Equipment 
LeFebure Corporation 

Cedar Rapids, lowa 
Custom Built Steel Equipment for Banks and 
Commercial Applications, including Cash 
Handling Equipment, Files and Housing 
Units and Machine Posting Desks. Trays, 
Stands, Sorters, Automatic Filing Equipment, 
Indexes, Media Holders and Systems Forms. 
Systems Analysis, Development and _ Installa- 
tion Services, Including Cucle Billing, In- 
stallment Loan, Check Processing and In- 
ventory Control 


Marchant Calculators, Inc. 

Oakland 8, California 
Electric Automatic Calculators, the ‘“Deci.- 
Magic,” ‘“Figuremaster” and “Figurematic.” 
Electronic Data Processing Components 


Monroe Calculating Machine Company, Inc 
Orange, New Jersey 

Adding-Calculators, Adding, Accounting and 

Bookkeeping Machines, Electronic Comput- 

ers, Check Writers and Signers 


Moore Business Forms, Inc. 

900 Buffalo Avenue 

Niagara Falls, New York 
Continuous Forms, Fanfold Forms, Auto- 
graphic Registers and Register Form Sta- 
tionery and Supplies, Sales and Record Books, 
Speedisets and Writing Holders, Manifold 
Products, Forms Feeding and Handling 
Equipment 
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National Cash Register Company, The 

Dayton 9, Ohio 
Cash Registers, Accounting Machines, Add- 
ing Machines, Electronic Computers and 
Auxiliary Equipment, Combination Elec- 
tronic-Mechanical Posting Machines (Pos- 
tronic), Addiag Machines with Punched Pa- 
per Tape Recorders, Accounting and Book- 
keeping Machines with Punched Paper Tape 
Recorders, Cash Registers with Punched Pa- 
per Tape Recorders and Unit Media Read- 
ers, Sales Books, Hotel Guest Checks, Busi- 
ness Records and Supplies, NCR (No Car- 
bon Required) Paper, and Porous Rubber 
Stamps 
Old Town Corporation 

345 Madison Avenue 

New York 17, New York 
Duplicating Machines, Duplicating Supplies, 
Carbon Papers and Ribbons 
Pitney-Bowes, Inc. 

Stamford, Connecticut 
Postage Meters, Mailing Machines, Mail In- 
serting Machines, Envelope Sealers, Letter 
Opening Machines, Mailing Scales, Mail 
Room Furniture and Equipment, Folding 
Machines, Counting and Imprinting Ma- 
chines, Endorsing and Check Signing Ma- 
chines, Tax Stamping Machines and Meters, 
Validating Machines and Meters, Collating 
Machines 
Recordak Corporation 

(Subsidiary of Eastman Kodak Company) 

415 Madison Avenue 

New York 17, New York 
Recordak Microfilmers and Readers, Verifax 
Copiers, Microfilm, and Other Copying Ma- 
terials 
Remington Rand Division of 

Sperry Rand Corporation 

315 Fourth Avenue 

New York 10, New York 
Adding & Calculating Machines; Typewrit- 
ers; Carbon Paper, Ribbons and Duplicating 
Supplies; Accounting and Tabulating Ma- 
chines; Wood and Steel Filing Equipment; 
Indexing Systems; Loose Leaf Devices; In- 
sulated Record Protection Products; Photo- 
graphic Recording Products; Visible Record 
Systems; Office Furniture, Museum Cases; 
Library Furniture; Electronic Computing De- 
vices (UNIVAC) 


Royal McBee Corporation 

Westchester Avenue 

Port Chester, New York 
Typewriters (Standard, Electric, Portable and 
Special Purpose), Roytype Ribbons, Carbons 
and Supplies, Robotyper Automatic Typing 
Equipment, Keysort Marginally Punched 
Cards and Machines, Unit Analysis Compara- 
tive Reports, Tab Posters, Duplicating Punch 
Machines, Waxspot Forms, Speed-Letters, 
The McBee Binding Machine, Steel Posting 
Trays and Special Cabinets, Electronic Com- 
puters, Tabulating and Data Punch Machines 


Security Steel Equipment Corporation 

Avenel, New Jersey 
Complete Line of Steel Office Furniture, In- 
cluding Desks, Filing Cabinets, Tables, Mod- 
ular Units, Partitions, Aluminum Chairs, 
Special Contract Fabricating 


Shaw-Walker Company, The 

Chrysler Building 

42nd Street & Lexington Avenue 

New York 17, New York 
Office Furniture, Filing Equipment, Safes, 
Financial and Commercial Accounting Sys- 
tems, Special Printed and Lithographed Rec- 
ord and Accounting Forms and Indexing, 
Loose-Leaf Accounting Devices and Acces- 
sories, Ledger Trays and Accessory Equip- 
ment for Accounting Machines, Fire Insu- 


lated Ledger Desks and Filing Cabinets, 
Payroll Systems, Vertical Indexing Systems, 
Card Indexing Systems 
Smith-Corona Inc. 

701 East Washington Street 

Syracuse 1, New York 
Typewriters, Adding and Duplicating Ma- 
chines, Ribbons, Carbon Paper, Communica- 
tions: Tape Punches, Tape Readers, Typing 
Reperforators, Page Teleprinters, Automatic 
Telegraph Switching Equipment and other 
Printing Communications Equipment 
Standard Duplicating Machi Corporati 

Everett 49, Masachusetts 
Fluid Duplicating Machines, Duplicating 
Supplies, Envelope Sealers 
Standard Register Company, The 

Dayton 1, Ohio 
Autographic Registers, Printed Forms and 
Accessories for Such Registers; Continuous 
and Unit Set Printed Forms for Business 
Machines, the Standard Registrator Platen, 
Auxiliary Form Feeding and Handling De- 
vices; and Input, Output, and Conversion 
Devices for Analogue and Digital Computers 
Steelcase, Inc. 

Grand Rapids, Michigan 
Steelcase Business Equipment; Steel Filing 
Cabinets, Desks and Tables, Office Chairs, 
Office Furniture 
Stromberg Time Corporation 

135 South Main Street 

Th ft Cc 
Electronic Clock Systems, Synchronous Elec- 
tric Clock Systems, Autoset Impulse Clock 
Systems, Employee’s Time Recorders, Job 
Time Recorders, Consecutive Printing Re- 
corders, Time Stamps, Program Signalling 
Systems, Electronic Utilities Control Systems, 
Time Card Racks, Time Cards 
UARCO, Incorporated 

141 West Jackson Bouelvard 

Chicago 4, Illinois 
Continuous and Unit Set Carbon Interleaved 
Business Forms, Autographic Registers and 
Forms, Devices and Supplementary Equip- 
ment for Business Machines 
Underwood Corporation 

One Park Avenue 

New York 16, New York 
Typewriters, Accounting and Adding Ma- 
chines, Ribbons and Carbon Paper, Punched 
Card Equipment, Electronic Computers and 
Components 
Vari-Typer Corporation 

(See Addressograph-Multigraph Corporation) 


Victor Adding Machine Co. 

3900 North Rockwell Street 

Chicago 18, Illinois 
Adding Machines, Calculators, Cash Regis- 
ters, Autographic Registers, Sales Books and 
Forms, Electronic Data Reduction and Ac- 
cumulating Systems, Industrial Control Sys- 
tems 
ViSirecord, Inc. 

Copiague, Long Island, New York 
VISIrecord—Visible Vertical Filing Equip- 
ment; VISIrecord Filer Equipment; VISI- 
riter—Hand Duplicating Machine; VISI- 
poster,—Multiple Form Posting Board; TRI- 
poster—Multiple Form Posting Board 
Equipment; VISIrecord Punched Tape Filing 
Equipment; VISIrecord PRINTED Edge- 
Punched Forms, VIStem 
Yawman and Erbe Mfg. Co. 

1099 Jay Street 

Rochester 3, New York 
Steel Desks and Filing Cabinets, Partitions, 
Mod-U-Ell and Pro-File units; Visible Rec- 
ord Equipment, Filing Systems and Filing 
Supplies 
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DISTRICT REPORTERS 


GREAT LAKES DISTRICT 


Roberta Iredale 
Room 700 

225 East 4th Street 
Cincinnati 2, Ohio 


NORTHEASTERN DISTRICT 


Mrs. Alicia Cogan 
161 Prospect Park West 
Brooklyn 15, L. |., New York 


NORTHWESTERN DISTRICT 


Mrs. Winifred L. Hillyer, CPS 
3301 West 24th Avenue 
Denver, Colorado 


SOUTHWESTERN DISTRICT 


Mrs. Susie Marie Wilson 
City Clerk’s Office 
Ada, Oklahoma 


SOUTHEASTERN DISTRICT 


Margie Keith, CPS 
1911 20th Avenue South 
Nashville, Tennessee 


directory changes 


Passaic Chapter 
Passaic, New Jersey 
Winifred Martin, Corresponding 
Secretary 
Route No. 2, Box 733 
Allendale, New Jersey 


Glider Chapter 
Elmira, New York 
Mrs. Ireva Vanderburgh, President 
418 North Main Street 
Elmira, New York 


Mrs. Marian Zimmerman, Vice-President 


562 Thompson Street 
Elmira, New York 


Portland Chapter 
Portland, Maine 
Helen C. Jones, Treasurer 
42814 Congress Street 
Portland, Maine 


Beacon Hill Chapter 
Boston, Massachusetts 
M. Ursulle Gallerani, Recording 
Secretary 
118 Lowell Street 
Arlington Heights 74, Massachusetts 


Beaumont Chapter 
Beaumont, Texas 
Mrs. Peggy Bennett, President 
517-14th Street 
Beaumont, Texas 


Ithaca Chapter 
Ithaca, New York 
Helen Lynch, Treasurer 
215 Elmira Road 
Ithaca, New York 


Pasadena Chapter 
Pasadena, California 
Lucille Gordon, Second Vice- 
President 
592 North San Marion Avenue 
San Gabriel, California 


Aliquippa-Ambridge Chapter 
Aliquippa, Pennsylvania 
Mary Elsie Waslo, President 
826 - 6th Street 
Ambridge, Pennsylvania 
Mrs. Ruth Davis, Vice-President 
898 Jackson Avenue 
Monaca, Pennsylvania 
Cathryn O’Donnell, Secretary 
832 Ohio View Drive 
Ambridge, Pennsylvania 
Florence Calabria, Treasurer 
214 Jarvis Street 
Aliquippa, Pennsylvania 


Little-Wood Chapter 
Littleton, Colorado 
Geneva R. Tyner, Treasurer 
P. O. Box 97 
Littleton, Colorado 


Membership Committee Representative 
Northwestern District 
Audrey Wheeler 
1530 G Street 
Lincoln, Nebraska 
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appearance 
always 
counts 


AT THE SKEET CLUB... the cos- 
tume you've chosen must be correct. 
That’s why you selected it. 


IN YOUR TYPING... .appearance 
is the big consideration, too. That's 

» why secretaries who want their cor- 
respondence crisp, clear and correct 
select Columbia Ribbons and 
Carbons! 





* 


@ 
Columbia RIBBONS AND CARBONS 


CLASSIC* SILK GAUZE* MARATHON* COMMANDER* 
PINNACLE* RAINBOW* DH&D* TITAN 


*Trade-mark Reg. U. S. Pat. Off. COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, INC., GLEN COVE, N. Y. 
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The emblem of The National Secretaries Association (International) is 
significant of its aims and purposes. Emblazoned across the face of the 
emblem is the classic lamp of learning, its rays lighting the world; the 
world signifying that the field is unlimited for the secretarial profession; 
and stamped boldly on this emblem are the letters B-L which stands for 
Better Learning, Better Letters and Better Living. 


Miss Elizabeth Miller 
2101 Walnut St,.,Apt. 723 
Philadelphia 3, Pennsylvania 





